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How to Setup Company Profile
Maintain Payroll Company Profile

Step 1: Select File and click Company Profile.
174 SQAL Pay

Ei|E Edit View Hurnan Resource Payroll Leave [nquiry Tools Window Help
E ||.1'J \:.-J[ll](:)|_\ = ="
Product Activation...

B§ Logon...

Change Password...

Mew Application Window

Company Profile...

L_g Backup Database...

Show Active Connections...

|5, Close Ctrl+W
[f#}_ Close All

[+ Export Report 3
Printer Setup...

Import Data...

Customize 5QL Payroll Modules...

Run 3

& Eg[t

Maintalin Employee MNew F

Past F




Step 2: Click ““ General” tab and key in your company profile details.

Company Mame |Estream Software Sdn Bhd - |

Company Alias | |
Reg Mo. |611[] 16-M |
Remark |zu 15 |

Fill in your company details.
*Company alias: another
Attention | Mr. Mohamad name for your company
Address |32, 1st Floor, Jalan Tiara 4, *BizNature: business nature
(e.g. Food Catering,
Forwarding etc)

General | EPF | TAX |5OCSO | Zakat | Officer | Dealer |

|Eandar Baru Klang, 41150 Klang,

|Selangur, Malaysia

T
|
Phone 1 |03-33416309 | Fax |03-33216909 |
|
|

Phone 2 | | Email |n.=-_strvaam[§!su::|l.u::cnm.my-I

BizMature |1'I' Services & Suppcrﬂ




Step 3: Click “EPF” Tab and key in Employer EPF details.

Company Mame |Estream Software Sdn Bhd |

Company Alias | |
Reg Mo. |E 11016-M |
Remark |2[]15 |

1
| General] EPF | TAX | 50CSO | Zakat | Officer | Dealer |

EPF Branch |KW5P Shah Alam Name of EPF office. For reference purpose only.
EPF Employer No. 1234 1| Key in Employer EPF No & Code.

EPF Code 901803VOX j= IMPORTANT. Will be captured in EPF Borang
EPF Address |'I'|ngkat 1 hingga 4, Menara PPNS - A.

|F‘usat Dagangan UMNO Shah Alam |

|Lut. 8, Persiaran Damai, Seksyen 11 l
Details of EPF office. For reference purpose

only.

|-4CICICIEI Shah Alam, Selangor Darul Ehsan.

EPF Phone |0355194J993 |

EPF Fax |035512292?1 |




The details of the report will be displayed here:

1-1

KUMPULAN WANG SIMPANAN PEKERJA

PERATURAN-PERATURAN DAN KAEDAH-KAEDAH KWSP 1981 KAEDAH 11(1)

No Rujukan Majikan Cgr":::;n Amaur(lRC;jl)ruman N;(E:it;k:n
1234 orreo15s | | [ [ | [ [ [s]6]o]o]e] 12341507

Cek/Kiriman Wang/MWang Pos
/Draft Bank*™No /EFT /TT.

Jumlah caruman di atas hendaklah dibayar kepada KWSP/Ejen Kutipan KWSP sebelum/pada 15hb setiap bulan

|:| Wang Tunai

Tarikh DiCetak : 01/06/2015

Borang

KWSP 6

A

ummmﬁnu

EPF Emblover No

000001234154 901809VOX

Submission Date

- - EPF Code

Mama Majikan : Estream Software Sdn Bhd Mukasurat: 1/1
Alamat : 32, 1st Floor, Jalan Tiara 4, Bil Pekerja : 1 -
Bandar Baru Klang, 41150 Klang,
Selangoar, Magysi
303 0000012241578016083 0101 Cop Ejen Kutipan
/
? No. N NO.KAD ) NAMA PEKERJA / AHLI UPAH CARUMAN (RM)
L AHLI K | PENGENALA (Seperti yang terdapat di dalam Kad Pengenalan) (RM) MAJIKAN (sery PEKERJA sem
/ Jumlah yang dibawa dari mukasurat terda hulu(jika ada} 0 o0
1 881212014%21 LEE CHONG WAl 15,000.00 1|95 o 1[6]|5(0],
/ 00 00
/ 00 00
00 00
00 00




Step 4: Click “TAX” tab and key in employer tax details.

Company Mame |Estream Software Sdn Bhd

Company Alias | |
Reg No. |611016-I"-"I |
Femark |F_'015 |

General | EPF | TAX |s0c50 | Zakat | Officer | Dealer |

Tax Branch [BPA Selangor - Name of PCB office. For reference purpose only.

Tax Employer No. £ (1234567850 | Key in Employer’s Tax No. E. IMPORTANT.

Tax Address Biro Pengaduan Awa, 1| will be captured in PCB Form (e.g. Income Tax
|Jaba13r| Perdana Menteri, CP39 Form)
|F‘aras 44, Bangunan KOMTAR, | | |
|4uunn Shah Alam. Details of PCB office. For reference purpose only.

Tax Phone 0355133777 |

Tax Fax |0355106358| |




You can view the details of the report here:

Borang ini boleh difotokopi

Tax Employer No. E

KETUA PENGARAH HASIL DALAM NEGERI
LEMBAGA HASIL DALAM NEGERI

Cawangan Pungutan Kuala Lumpur MALAYSIA

CUKAI PENDAPATAN MALAYSIA
PENYATA POTONGAN CUKAI OLEH MAJIKAN

[SEKSYEN 107 AKTA CUKAI PENDAPATAN, 1967
KAEDAH CUKAI PENDAPATAN (FOTONGAN DARIPADA SARAAN), 1934]

CP3% Pin. 2012

UNTUK KEGUNAAN PEJABAT

No,Ke\ompok‘|‘|“|““|‘

Kaunter Bayaran Dan Tingkat 1, Blok 8A
Kompleks Bangunan Kerajaan, Jalan Duta
50600 KUALA LUMPUR

POTONGAN BAGI BULAN

TAHUN

No. Resit ‘

BUTIR-BUTIR MAJIKAN / BUTIR-BUTIR PEMBAYARAN PEGAWAI YANG MENYEDIAKAN BORANG
—
. ﬁ'—’—m—' |—|—‘ } PCB CP 38
No. Majikan E 112131415 718]-[9]0 lah Potongan
RM 66.50 RM -
go, Eendaﬁaran | 611016-M ‘ Tandatangan
emiagazn Bilangan Pekerja 1 0 Nama Penuh
Nama Syarikatt 1  TTTTTTTIITTTimTmmemmmmesoommmooienoeoos
Pemiagaan Estream Software SdnBhd Amaun RM 66.50 No. Pengenalan:
Alamat Syarikat/ Butir-butir / Cek/ Jawatan
Permiagaan Bank / Deraf/ Nombar | T e
Kiriman Wang / No. Telefon
Wang Pos Cawangan [ | e
____________________________________________________ Tarikh 25/07/2015
A BORANG CP 39 B PEMBAYARAN

1. Borang ini mesti diisi dengan |engkap and betul
2 Majikan dgalakkan menghantar makumat potongan melalui ePCBe-Data PCB/disket/cakera
padatipemacu flash mengikut formatyang ditentukan oleh LHDN bagi menggantikan Borang GP33.
3.No.Rujukan Cukai Pendapatan:
31 Isikan nombor aukal pendapatan dalam ruangan yang telah disediakan
Contoh: 5G 2506203-00(0) boleh diisi sebagai SG 02506203000
32 Bagipekerja yanglayak dikenakan PCBtetapitiada nombor cuka pendapatan,
pendaftaran boleh dbuat melalui
i majikan atau pekerja boleh mendaftar secara atas talian melalui e-Daftar d www.hasil. gov.my, atau
ii. Borang CP22 atau borang in fieu of CP39 dikemukakan ke cawangan LHDNM yang berdekatan
4 Nama pekefa

Isikannama penuh pekerja seperti di kad pengenalanpasport. {Jangan senarikan pekerja yang

1. Bayarandan Borang CP39 yangtelah lengkap diisi mestilah sampai ke Cawangan Pungutan LHDN selewat
lewainya pada hari kesepuluh bulan berikutnya.
Contoh: PCBICP38 bagi bulan Apri 2012, tarikh akhirnya ialah 10 Mei 2012,

2 Sediakan borang CP39 beserta cekibank drafikiriman wangiwang pos {instrumen bayaran)yang berasingan
untuk bulan atautahun berlainan

3 Pastikan jumlah potongan PCB/CP38 adalah betul dan sama dengan nilai instumen bayaran

4 Instrumen bayaran hendaklah dibayar kepada Ketua Pengarah Hasil Dalam Meger. Catatkan no majikan E,
MNama SyarikatPemiagaan dan alamat majikan d belakanginstumen bayaran.

5. Bayaran untuk Cukai Syarikat, Skim Ansuran (CP 500), Penyelesaian Cuka (Pemberhentian Kerja) dan Cukai
Keuntungan Harta Tanah fdak boleh dibayar bersama dengan bayaran yang menggunakan borang ini.

6. Untuk bayaran bagi Negeri Sabah sila alamatkan ke: 7. Uniuk bayaran bagi Negeri Sarawak sila alamatian ke

CawAannan Punautan Knta Kinahaln Cawannan Punnutan Kurhina




Step 5: Click “SOCSO” tab and key in employer SOCSO details.
=

=

|General | EFF I TAX Fakat |DF’ﬁ::er |Dealer

Company Profile (== | =]
il J
‘ = Q

Company Mame |Estream Software Sdn Bhd |

Company Alias | |
Reg MNo. |5110 16-M |
Remark |2015 |

Name of SOCSO office. For reference purpose only.

SOCS0 Branch |5elangnr SOCS0 Office __}'|' —
S0CS0 Employer No. (New) | 123444556677 | Key in Employer’s SOCSO No. IMPORTANT.
— | Will be displayed in Borang SOCSO 8A.

SOCS0 Employer Mo, | I
SOCS0 Address |Wisrna PERKESO, |

|Lut 141, Seksyen 6, Jalan Selangor, |

|4Eggn Petaling Jaya, Details of SOCSO office. For

|5elangur T reference purpose only.
SOCSO Phane 037949858 |
SOCSO Fax 0379567492 | _
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You can view the details of the report here:

BORANG PERTUBUHAN KESELAMATAN SOSIAL
SA JADUAL CARUMAN BULANAN
UNTUK CARUMANBULAN 07 2015
Jumlah caruman untuk bulan di atas hendaklah dibayar
tidak lewat daripada 31/08/2015
PERKESO Bayaran Tunai. Amaun Bilangan Pekerja Lembaran
|:| Bayaran cek. No. cek RM 338.50 7 1
Nama dan Cap Bank
Alamat
Maiik CATATAN
e Estream Software Sdn Bhd (1) NO. PENDAFTARAN KESELAMATAN SOSIAL ADALAH
: NOMBOR KAD PENGENALAN PENDAFTARAN NEGARA.
32, 1st Floor, Jalan Tiara 4, (2) Tandakan X di ruangan (2) jika pekerja telah berhenti
Bandar Baru Klang, 41150 keerja dan masukkan tarikh berhenti kerja di ruangan (3).
. 3) Tsikan tarikh rmila kerja untuk pekerja yang tidak
Selangor, Malaysia SOCSO Emp I oyer No. ® ters:r?arai sahaia ;iriqa:l;;l (3)?;3?&}@; pelerja
sedemikian hendakiah juga dibuat dalam borang 2.
f (4) Jika tiada caruman sebab cufi tanpa gaji masukkan
angka 00.00 di ruangan (6).
(5) Jika ada butir-butir yang didapati tidak betul, jangan
No. Kod buat pindaan di borang ini sila bentahu PEREESO
- TH2Z3(1414]l4]|5]||5 T 7 secara bertulis.
Maj ikan . E E (6) Sila pastilan wlisan/angka‘cap tidak memyentuh
mana-mana garisan‘’kotak/barcode vang disediakan.
(7) Format untuk tkh. mula‘tkh. berhenti kerja adalsh hhbbittt
contoh 01072000.
NO. KAD PENGENALAN TEKH. MULATKH. | KEGUNAAN NAMA PEKERJA (MENGIKUT KAD PENGENALAN) CARUMAN (6)
PENDAFTARAN NEGARA BERHENTI KERJA PERKESO (5)
Lihat Catatan (1) 2 hhbbttte (3) (&)
881212014321 LEE CHONG WAI
920831105000 NICOLE

11



Step 6: Click “Zakat” tab and key in employer zakat details.

B
d D

Company Profile E@

‘ -

Company Mame |Estream Software Sdn Bhd |

Company Alias |

Reg No. |611016—M

Remark |2015

|General | EPF | TAX |socsdl| Zakat [Officer | Dealer |

Zakat Employer Code

AA12354 | «—

Fill up if you are eligible for it.

12



Step 7: Click “Officer” tab and key in the officer’s details.

Company Mame |Estream Software Sdn Bhd

Company Alias |
Reg Mo. |E 11016-M
Remark |2015

| p—
| General | EPF | TAX |s0CSO | zakat| Officer

Officer Name |Tar1 Ah Huat

Officer IC |?u101?1ua?13

Officer Job Tite |Humar1 Resources Manager

Officer Phone |016—64?8321

Officer Email |HF‘. @estream. com.my|

Y

Key in the details of the person who
handles your company’s payroll.
** Will appear in EA form.

13




Penyats Gal Pelerja SUVASTA EA

[CP.8A-Pin. 2010} MALAYSIA

wo.sim CUKAI PENDAPATAN Mo. Cuksi Pendapatan Pekera

Mo Mallan £ 1I3456TE90 PENYATA SARAAN DARIPADA PENGEAJWN ...
BAGI TAHUN BERAKHIR 31 DISEMBER 2015 Cawangan LHDMM

BORANG EA INI PERLU DI SEDIAKAN UNTUK DISERAHKAN KEPADA PEKERJA

BAGI TUJUAN CUKAI PENDAPATANNYA

I sunRan PekERI
1. Nama penun Pekerja/Pesara [ENVCK/PUER) WONG CHUN HAN

2. Jawakan 3 Mo KakdEngan/ No.G3)l 004
4 Mo KP.Bam E2EOE0QZ s NoPEOOR
6. Mo KW.EP

Ji3 DeksrjE fdsk genap SetEhun, nyEtEEn
(3). Tarkhrmulabekerp  OW02010
(). Tarlkn bermestl kerjz

n PENDWAPATAN PENGEAJAN, MANF ALT DAN TEMPAT KEDAMAN Tidak Tenmas uk Elaun/P sriculs i _—
Pembsrian/Manfast Yang Diec walan Cukal)
1. GalKasar, upah =0 g3l atiflermask ga)l le0bbh m@sg) 000 3.200.00
Fll lermasuk 1 pengaah), kemisen ata bonus
Tip kasar, perkuls k penerimzan sagu hatl atau elan-elaw Bin (Perlkal pembayaran y T 730.00

Culal Pendapatan yang dibayar aken Ma)kan bagl plhek Peker |z

2. Ml ManTast alau kemudanan Denspa baRngan
(@) Kerets (Tarlkn se0enar dlpe rnuieEn ) [0y M=l gereta gampeted
[Jenls Tawn ) Mosel ! (i MlkEl PemEndy

(o) Eleictrik, 2, telefon dan kemudaan 2
[c) Wizl mantast remakiangga - | “Polong yang tiaak berrenasn )

(1Y Sepanhb kngkap dengan perabol /peryaman udara“ang sir permaidant, atau
(I} Lengkap dengan perakas dapur, pinggan mangkuk, peratatan st perkakas, Ala
(I Etiran berzsingan Peranatdan kelengkanan
Perkakss Degur
Hliouran dan Fekrez sl
(d} Pembantu rumah dan fukang kebun
(e} Mantaal Tambang Pe rcutilan
M Lain-tin (mlsaiya maksnan dan pekats)

i}

Bayaran ballk darlpeda Kumpulan Wang Simpansn Pencen yang fdak dilulskan
Pamoazan keranakenilangan pekerjaan
B revcen pan Lan-Lan
1. Pencen
2. Al atau Bayaran berkala yang Ein
JUMLAH
B sumisn roToncan
Potongan Cukal Berjadual (PCE) Tahun Semasa yang dibayar kepeda LHD MK
Aranzn Potongan CF 38
3. Potongan Zakat yang dinEyar kenada plnek DeNUEEa pEMUNGLT ZakE

-

o

[

ﬂ CARUMAN YANG VWANE DBAYAR OLEH PEKERM KEPADA KUMPULA N WANG PENCEN ATAL 3IMPANAN YANG DILULL SKAN

Mama Kumpulan'Wang KWSP

BUTIRAN PEM BAYARAN TUNGGAKAN DAN LAIN-LAIN BAGI TAHUN-TAH UN TERDAHULUY { SEBELUM TAHUN SEMASA)
BayaranEagl T ahun Jenls Pendapatan  Jumlsh beyaran | Rb) Canuman K'WSP (RM)  Poflongan Cuk al Berjad ual (PCE) {RM])

Mama Pegawsl

Jawatan

14



n JUMLAH ELAUN / PERKUISIT / PEMBERIAN / MANFAAT YANG DIKECUALIKAN CUKAI RM

Nama Pegawai Tan Ah Huat

Jawatan

B I TE (T L 740 T ot

Step 8: Click “Dealer” tab and key in additional info like company dealer, just a remark purpose.
¥

‘o) Company Profile ||| S|
HO |-

Company Mame |Estream Software Sdn Bhd

Company Alias
Reg Mo, 511016-M

Remark 2015

General | EPF TAX | 50CS0 | Zakat | Officer| Dealer

Dealer Company  |SQL Payrall ]

Dealer Name  |SQL This is for reference only. You can
Dealer Phone 1 | 0330816909 key in the information of the

Dealer Phone 2 B company which provides you this
Dealer Fax 0341579939 payroll system.

Dealer Email payroll@estream. com. my| _

15



SOL Payroll consists of the following

Modules:

1) Human Resource

2) Payroll

3) Leave

16



1) Maintain Employee
- Define the employees personal details e.g. Biodata and Salary etc.
2) Maintain Branch
- Define the branch name, e.g. HQ, Branch A, B, C, etc.
3) Maintain Department
- Define the department, e.g. Accounts, Sales, Production, etc.
4) Maintain Group

- Define the group level, e.g. Director, Manager, Executive, Clerk, etc.

5) Maintain Category

- Define the category, e.g. Local, Expatriate (% J& [ 4})etc.
6) Maintain Project

- Define the project.
7) Maintain Job

- Define the job, e.g. who will be incharged, e.g. Accounts Receivable.

8) Maintain Task
- Define the task, e.g. Collection & Billing.
9) Maintain Race
- Define the race, e.g. Malay, Chinese, Indian, etc.
10) Maintain Country
- Define the country code, e.g. MY — Malaysia, SG — Singapore, etc.

17



Maintain Employee
Is for creating a new employee record.

Step 1: Select Human Resource and click Maintain Employee.

SC

Click Human

ﬁ Maintain Category..

Maintain Project...
Maintain Job...

Step 1.2: Click
maintain

Maintain Task...

Maintain Race...

Maintain History Type...

Step 2: Click new to create new employee

man Resource Payroll Leave Inquiry Tools Wi

Maintain Employee

OR click here

= Code

PEODOOL ALI
00002 CHOMG
00003 LEENA

E

Step 3: Key in the employee’s personal details

18



= Employee ==
EX®]code:  [00001L (3] 20b Title: [DIRECTOR B @ Active Mew
_
EX T Hame: |.ﬁ.LI| | Edit -
yee
Delete

3.(e

(Grouping | Farmnily | Payrall Info. I Allowance | Deduction | Mote | Histary | Child I.b.tlachments|

Mew IC: |8?0325-0?—1111
) old 1c: | | Chanage Pasaword ‘
Y] Passport: | |

|

‘ Immigration Mo: |

Gender: | [f Male W | . Cance|

D.0.E: |25,r035193? w |

Save

Refresh

Browse

15 Address: 5, JALAN BESI 123/730
KELAMNTAN Preview
11600 JELUTONG
PULAL PINANG
Phane: 03-1234 1234 Mabile: 0123456789 |
)] Email: |ali@gmail.mm |

-

L

Symbol | Description
3.(@) | A unique code for the employee, it also act as a username for the employee to login.
3.(b) The employee’s designation (e.g. chairman, secretary, auditor)
3.(c) To untick when an employee resigns. (if resign date is not set in payroll details.)
3.(d) | The name of the employee.
3.(e) The gender/sex of the employee.
3.(F) The date of birth of the employee (recommended to set so that can the age can be automatically
captured)
3.(g) | The residential address of the employee.
3.(h) | The house telephone number of the employee.
3.(i) The mobile number of the employee.
3.() The email of the employee.
3.(k) The Identification Card number of the employee.
3. The OLD Identification Card number of the employee. (only applicable if you have)
3.(m) | The password for the employee to login to his account. (need to set/change once in order to use)
3.(n) The passport number of the employee (normally applicable to foreign worker)
3.(0) | The immigration number of the employee.

19



Step 4: Key in the employee’s grouping details

&

Employee

Job Title: |DIRECTDF'.

Mame: |ALI|

Branch:

HR. Group:

Category:

Country: MY

Department
SENIOR v

W

Task: — ]
SEMIOR Calendar: — W

_ Cancel

Preview |-

Refresh

Race: Leave Group: Browse
Symbol | Description
4.(a) Key in the branch/department/category of the employee in the company.
(if the company doesn’t have too many groupings, just remain everything as default “----)
4.(b) Select the type of calendar for the employee.
4.(c) Select the leave group for the employee.
(please visit Maintain Leave guide for more info)
Step 4.1: Create new Branch/HR Group/Department/Category/Country/Race
— Step 4.1.1: Click the drop down arrow
Branch: KL v , Project: - v New Branch X
HR Group: Code Description Step 4.1.3:
— Default Branch -
Department: |18 Johor Bahru ’ e, ) - —
KL Kuala Lumpur gescioon | Key in description... | ‘ Save & New ‘
Category:
FF Pulau Pinang F Active
Country: SEL | I
Close
Step 4.1.4: Click save
Step 4.1.2: Click the new

Fetch All A--

A=a HNew

20




Step 5: Key in the employee’s family details

& Employee == o 5=
Mew
Code: [00001 [w|  20bTitke: [pIRECTOR | Mlactive
Name:  [ALT | Edit |~
Delete
Personal | Grouping Family |Bayroll Info, | Allowance Deductionl MNote |Histcry| Child IAt‘ladvnenis‘
Spouse Name: |
Spouse Address: -
More H
Preview |«
| |
Spouge Phone:  |03-1111 1111 Spouse Mobile: (01233756543 =
Erowse
Tax Mo: 123123123
Spouse IC No: B30325-10-5998

Step 6: Key in the employee’s payroll information

I

&

Employee

Code: |n0001

M Job Tite: |DIRECTDR

| Active

Name: |ALI|

| Personal | Grouping | Famil

—
owWance |Deductinn| Mote |Hi5tory| Child |At!3d1ments|

HEY yages Type:

Resign Date:

|SENIDR v| D 50050 No: |s?03254:1?-1111 |
Wages | srnun.un| D 50050 Type: | First Catagary v|
HO Contribution |— v| Tax Branch: | |
A Frequency |H.ﬁ.LF v| 6.(iv) [ NS |99999999 |
HO! payment Method: |CHEQUE v| )| Marital Status: | ﬁ' Married V|
0 Bank |CIME Bark Berhad v| D) gpouse Working  [#]  Spouse Disabled [
Bark Account No: |0123456?89 | Tax Category:  C3.KAL
ALY Self Disabled ] Resident ] Override Tax Category ]
EPF No |123456?8 | B £ Seril No: |0123456?89 |
K D 6.COE R (13/06/2015 vl
AT Iritial |:| B Confim Date:  [03/07/2015 v|

| v

(=] B e

MEII'I
Edit =

Delete

Save

Cancel

More |-

Preview =

Refresh

Browse

.
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Symbol | Description Symbol | Description
6.(a) Type of income/wages. 6.(i) Employee’s SOCSO number.
(Please visit Maintain Wages guide for more details)
6.(b) Monthly basic income/wages amount. 6.(ii) Employee’s SOCSO Type (most people fall into the First
Category)
-Second Category is usually for employees above 55 years old
employee.
However, if the employee D.O.B is keyed in, you do not need to
change manually because the system will automatically set for you)
6.(c) Type of contribution. 6.(iif) | Employee’s Tax Branch.
(Please view Maintain Contribution guide for more details)
6.(d) Frequency of salary payment 6.(iv) Employee’s Tax Number.
(Please view Payroll Frequency Setting guide for more
details)
6.(e) Type of payment method. 6.(v) Employee’s relationship status.
(eg: cash, cheque, bank transfer) (will affect tax category)
6.(f) Employee’s Bank 6.(vi) Employee’s wife details.
(these will affect the taxable amount, tax relief and tax
related issues.)
6.(9) Employee’s Bank Account number 6.(vii) | Employee’s Tax Category.
(system will auto generate according to the details keyed
in)
6.(h) Employee’s details (these will affect the taxable amount, 6.(viii) | If untick, user can manually change the tax category.
tax relief and tax related issues) (not recommended)
{yellow means is user manually settings.}
6.(i) Employees Provident Fund (EPF) number 6.(ix) Employee’s EA number
6.(3) A number that will appear in KWSP Borang A form 6.(x) The date the employee joins the company.
(normally old members will have this) (usually use this when there is a probation/training period
before one joins the company)
6.(K) For a remark purpose only 6.(xi) The date when the employee officially joins the company.
6.(xii) | The date when the employee officially resigns/leaves the
company.

Step 7: Key in the employee’s monthly fix allowances/deductions

£

Emplayee

(=)@ =)

Code: |00001 u

Job Title: |DIRECTOR

Mew

| Active

Name: |ALI

Edit

—_—

Delete

| Personal I Grouping I Family I Payroll In | Allowance l

duction | Note | History | chid | attachments|

-
/,( | Allowance DESCRIFTION RATE EPF S0CS0 PCBE PA OT EA HROF Tax Code -
_ y (HOLUSE HOUSE 1,000,00 LD More |-
Click here - =
to add PETROL PETROL 200.00 0o Petrol (Duties)
PHONE PHONE 100.00 g Fhone Preview |~
Browse
i) Employee =5 =l 5
Mew
Code: |00001 Job Title: |DIRECTOR |Acﬁ\te
Name: |ALI | Edit B
Delete
|F‘ersonal |Grouping |Fan'|i|11-I |Pavro|| Info. | Allowance Mote |History| Child |At13d'1rner1ts|
Save
ag
7 -
/ E Deduction DESCRIFTION RATE EPF 50CS0 PCE PA  OT EA HRDF Zakat
Click here b [PARKING MONTHLY PARKING FEE 50,00 RN ] More |,
to add |NEWSPAPER MONTHLY MEWSPAPER SUBSCRIPTION 30,00 O g O

Preview

-

Refresh

Browse
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Step 7.1: How to create a new allowance/deduction

Step 7.1.1: Click the drop down arrow
=
E Allowance DESCRIFTION RATE EPF SOC... PCBE
B tHOUSE u|Hn:3|_|5E 1,000.00 | Step 7.1.3: Key in the information below and save.
L Code Description | | 0
—_ Default Allovwance w Relllciance
HOUSE HOLUSE
PETROL PETROL code | ] [ Actve
EHONE SR Description | ‘
Save
Toxpempedcode | v
Contribution
EPF ot Over Time
50050 EA When ticked, will appear in EAform
PCB HRDF Human Resources Development Fund
| . e L. gy .
Step 7.1.2: Click the new button [ rce (a) ‘PCB (additional) - tick this instead for ad-hoc income
4
Fetch All  A-- A=a New
Step 8: Add notes/remark and photo for the employee
& Employee =N s
Mew
Code: 00001 Job Title: |DIRECTOR | [ Active
Edit

MName: |ALI

| Personal | Grouping | Family I Payroll Info. | Alowance I Deductiol

Mote:

[ tiote Wistory | chid | Attachments|

Photo:

For recording additional
information/remarks

To add photo, right
click here and click
Load...

Erowse

Photo:

Cut
Copy
Paste
Delete

Load...

Assign From Camera...

Save As..

23




Step 9: Historical report of the employee

&4 Employee
Code: 00001  [w| JobTitl: |DIRECTOR | [ Active
Mame: |ALI|

\ |

| Personal | Grouping | Fanmily | Fayroll Info, | Allowance | Deduction | Mote - hild IAtEChITIEr‘ItS

B ]
MNew
Edit -

Delets

Any changes made to the employee will/can be recorded here

=1

£ PostDate Type Description

p|13/06/2015 | — Entitled to PARKING with rate 50.00 More |v
13/06/2015 — Entitled to MEWSPAPER with rate 30,00
13/06/2015 — Entitled to HOUSE with rate 1,000.00 Preview |-
13/06/2015 |- Entitled to PETROL with rate 200,00 N
13/06/2015 — Entitted to PHOME with rate 100,00
13f06 2015 - Revise Wages from - to 5,000.00 e —
13/06/2015 — Revise WagesType from -—- to SENIOR
13/06/2015 - Revize MaritalStatus from S to M

Step 10: Add the emplovyee’s children information (will affect tax category)

e

Employee

Code: |00D01 u

Mame: |.6.LI

Job Title: |DIRECTOR | [ Active

| Personal I Grouping I Farmily | Payroll Info, | Allowance | Deduction | Mote I His'n::r]-I

+ -]

Mame

D.0.B Tax Code Eligble Rate  Number of Children
|11/05/2009

o

Set the tax code accordingly,
this will affect the tax category
in payroll info.

If 100%, this individual will claim 100% of the whole deduction. 1

Eligible Rate 50%

Where two or more individuals (husband and wife not living together) are each entitled to claim a

deduction for payment made in respect of the same child, each of those individual i= entitled to claim 50%
of the whole deduction. Subsection 43(4).

=)

MNew

Edit

4

Delete
Save

_ Cancel

More

Freview

Refresh

i

Browse
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Step 11: Add any attachment that is related to the employee.
(e.g. resume, curriculum vitae, contract agreement, receipt claims etc)

@ Employee
Code: 00001 '~ JobTile: DIRECTOR [¥] Active
Mame:  ALI

|Persona| | Grouping |Fan‘|il5|I IPayroII Info. | Allowance | Deduction | Mote | History I Child

b O|== BB s = @

(= I=E]=]

New
Edit -

Delete

File

RESUME.png
PMNG image
93.66 KB
13/09/2016 12:30 PM

Click here to add

b
a2
xB

Preview |

Refresh

£

Erowse

SQL Payroll latest version 125 and above:
ADD new government report: TP-1 and TP3

§8 sat Payroll Enterprise Edition - Testing Company [2017
File Edit View Human Resource Payroll Leave Inquiry Tools Window Help
Q& e & {&] 2.2 Click to Preview
ﬁEmomvee ‘ = || = H &3 ‘
= Code Name Active | ‘
» /001 LEE CHONG WAL & | | l L)
+ 002 KOO KIAN KEAT i 1 s
+|oo3 NICOLE ] | R
+ 004 WONG CHUN HAN (4 I [ peee |
+0os YAP KIM HOCK (4] |
il |

2.1 Press Ctrl + A to select all employee or
Press Ctrl + Left Click on mouse to select employees randomly

Select Report X

| Preview v
HR.Employee.Confirmation.Report ‘ Refresh |
HR.Employee.Increment.Report =
HR.Employee.Report ‘ Detail }v‘

HR.Employee.Report-Invalid Value
HR.Employee.Report-PCB.TP1-2013
HR.Employee.Report-PCB.TP1-2015

HR.Employee.Report-PCB.TP1-2017

HR.Employee.Report-PCB.TP2-2013 2 '; TPI and TP3 f()lm
HR.Emponee.Repon:PCE.TPE:ZOHI ‘

seect |

|
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Payroll Maintenance:

Maintenance
Process Salary

Reports
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Payroll Maintenance

1) Maintain Wages
- Enable to set different contributions on Wages, e.g. EPF, SOCSO, PCB, OT,
EA and HRDF.
2) Maintain Frequency
- Enable to set different frequency, e.g. weekly, half monthly.
3) Maintain Contribution
- Enable to set different contributions for Bonus, Director’s Fee, Paid Leave and
Unpaid Leave.
- Maintain the Employee’s & Employer’s EPF Rate.
- Maintain the working hour and day per month.
-Maintain the Overtime Calculation base on Maintain Employee Settings. It will
calculate the OT based on Wages amount in Maintain Employee.
4) Maintain Allowance
- Define the allowance type, rate and contribution.
5) Maintain Deduction
- Define the deduction type, rate and contribution.
6) Maintain Overtime
- Define the overtime type, rate, unit type, and contribution.
7) Maintain Claims
- Define the claims type and amount.
8) Maintain Commission
- Define the commission type, rate and contribution.
9) Maintain Payment Method
- Define the bank information.

27



Maintain Wages

- Setting up Maintain Wages helps you to categorize the type of wages an employee received.

- This would affect the types of contribution that they need to provide (EPF/SOCSO/PCB &

etc)

- This is useful if you have different types of workers such as
permanent worker, contract worker, foreign worker, etc

Step 1: Select Payroll, click Maintenance and Maintain Wages.

. ¢+ Open Payroll...

e [EENElReave [nquiry Tools Window Help
o e

¢+ Open Pending Payroll...

Maintenance

J_ Print Pay Slip...
J_ Print Payroll Summary...
J_ Print Payrall Summary (Work Unit)...
J_ Print Coinage Report..,

J_ Print Cheque Listing Report...

J_ Print Credit Bank Report...

J_ Print Contribution Info...

Government Reports

E Print Yearly Payroll Report...
J: Print Yearly Individual Report...

Print Outstanding Pending Payroll Listing...

Maintain Wages...

haintain Frequency...
Maintain Contribution...

Maintain Allowance...
Maintain Deduction...
haintain Overtime...
haintain Claim...

Maintain Commission...

. Maintain Payment Method...

Past Payroll
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Step 2: Click New to create new wages type

B Wages
E Code Description oM
B Default Wages

Contract Contract Warker

Fareign Foreign Worker

3

Preview

Refresh

Detail

Step 3: Key in the details and tick the required contribution.

&

Waages

Step 3.1: Key in the name of the code
Step3.2: Key in the description -

| Set as Default

Code

Desciption  |Default Wages

UOM | |

Active

Contribution

Step 3.3: Tick the
things that are

needed to contribute.

Step 3.4:
Click zave

Preview |-

Browse
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Terms Explanation

Code A unique name for the system to recognise the type of wages

Description The details of the wages type

UOM For remark purpose only

Active Allow this wages type to be selected in: Maintain employee >Payroll Info.

Set as Default

Auto-select this wages type every time in: Maintain employee > Payroll Info.

EPF Monthly wages will contribute to the Employees Provident Fund (EPF)
SOCSO Contribution to Social Security Organization (SOCSO)
PCB Contribution to Potongan Cukai Berjadual (PCB), aka Monthly Tax Deduction (MTD)
*Used for regular monthly payments (e.g. wages, allowance, overtime, paid leave)
PCB(A) Same as PCB but used for ad-hoc payments (e.g. bonus, director’s fees, commission)
oT Allows other than wages amount to contribute to Over Time (OT)
e.g. Wage RM1000, Allowance RM500
Without tick, OT will based on Wage RM1000 only to calculate the amount
With tick, OT will based on Wage RM1000 + Allowance RM500 and calculate the amount
EA Tick this means that the employee that is selected with this wages type will have his/her payroll
details appear in the EA Form.
HRDF Human Resources Development Fund (HRDF), Key in the amount if you contribute to the

fund.
*will appear in the contribution report

Types of wages that are commonly used by our users

Local Permanent workers

Foreign workers

i Wages =n = E Wages = 5.
e = ] G
. o Edit |+
Description |Defa|.||t Wages | Description |Foreign Waorker |
Delete
ou [ | pger | fww [ ] QEC
Contribution Local Cance| Contribution F - k ance|
oreign worker
ey permanent e o will usually fick
50Cs0 eA worker will : [socso Llea - :
M rce [¥] HRDF - 1ly tick [pce [ HRoF - like this as they
usually tic do not need to
[Jpcs (a) like this [Ipce (a) contribute
-B_rowse
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Maintain Frequency
- When you need to pay salary more than one time in a Month
(e.g. partial salary that is paid in the same month)

Step 1: Select Payroll, click Maintenance and then click Maintain Frequency.

#8F SQL Payroll Enterprise Edition - Testi-ng- éomgany [zom

. File Edit View Human Resource it G 0l eave Inquiry Tools Window Help

o ) ‘] ¢ New Payroll...

. ¢ » Open Payroll...

« Open Pending Payroll...

Maintenance Maintain Wages...

Maintain Frequency...

Maintain Contribution...

|~ Print Pay Slip...
.j— Print Payroll Summary...

J— Print Payroll Summary (Work Unit)... Maintain Allowance...

J— Print Coinage Report... Maintain Deduction...

r Print Cheque Listing Report... Maintain Overtime...

j_ Print Credit Bank Report... Maintain Claim...

J— Print Contribution Info... Maintain Commission...
Government Reports > | ,; Maintain Payment Method...

J: Print Yearly Payroll Report...
J: Print Yearly Individual Report...

Step 2: Click New to preset your contribution, if your contribution is based on half month payroll
then you may refer to the picture below:

& Frequency EEEa
Code HALF [7] Active | setasDefaurt | New |
Description  HALF MONTH PAYROLL [t [

[ Delete
= : —
E SEQ Day From Day To Contrib % EPF SOCSO PCB Allowance Deduction e
»[ 1 15 5 | | | Cancel
Preview [v‘
Refresh
Day From and Day To is to set the period. For | Browse
] st
example you want a first half payroll, you set 1 If the first half month payroll to calculate the EPF, SOCSO, PCB then

to 15™. Then for Contrib %, means how much
contribution of payroll info will be calculated for
this period. Eg, the above image states 50%, thus
it will calculate the contribution of payroll info at
50%.

you have to tick the option but if you want the calculation all
combine into month end then you have to un-tick. Allowance &
Deduction is for fixed allowance and deduction, you have been pre-
set at maintain employee.
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Step 3: After setting the maintain frequency you have to assign the employee who falls under this
frequency setting. Click Maintain Employee then select the employee you need to edit. Click Payroll

Info and select Frequency accordingly.

# Employee
Code: 003 ~  Job Title:
Name: NICOLE

7 Active

Personal | Grouping | Family | Payroll Info. | Allowance | Deduction | Note | History | child | attachments |

Wages Type: —_ - SOCSO No: =
Wages: 2,800.00 SOCSO Type: [ First Category v]
Contribution: == - Tax Branch: . -
= Previe i~
Grequency: HALF - > Tax No:
>
Payment Method: - - Marital Status: [ 1T single v]
Bank: - Spouse Working [ ] Spouse Disabled [ Browse
Bank Account No: Tax Category: c1
Ly
Self Disabled = Resident =] Override Tax Category =
EPF No : EA Serial No:
NK: Join Date: 02/01/2010 -
Initial: Confirm Date: 01/04/2010 -
Resign Date: ] -
-Find out whether this employee has the fixed allowance.
~ The above Employee (Nicole) has a Fixed Allowance of RM230.
§ Employee = A‘EL”Agg
Code: 003 -~ Job Title: Active
Name: NICOLE
| Personal | Grouping | Family | Payroll Info. | Allowance |Deduction | Mote | History | chid | Attachments s
_ Save
e E—— Cancel
’mwance DESCRIPTION RATE =... SO... PCB PA OT EA H... Tax Col 7 -
( » [Ho1 [Handphone | 150.00| [Z] | [Z] | [[[E= [E =] [ > More |:
N [MO1 Meal | so.oo| ¥ | & |[= | @ | |=] = | #
>

(
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Step 4: When the Fixed Allowance settings are done, you need to select Payroll, click New Payroll
and then click frequency.

Next, Go to Payroll = New payroll > Frequency

$5 Frequency Payroll Process

===
\} - To process the jg@Month payroll -
P . Transaction Posting Employee:
g’$ ? Year: 2015 Month: 6 =2 i Code i me
= »/003 |NIcoLe
Process Frequency
“‘) Frequency: HALF
- "\
[ $ i Sequence: | Seq 1Day From DayTo Contrib (%)
Fri M 1 |1 15 |50
\
~ }
/'/$ ‘q
A, Payroll Transaction
Ad Hoc
UTD Contrib % 50 = Process Date:  15/06/2015 v

Process From:  01/06/2015 v To 15/06/2015 v .

Description
Description 1:  HALF MONTH PAYROLL (06.20:
Description 2:
Ref 1:
Ref 2:

1

lj Indude Default Wages/Allowance /Deduction in addition to Pending Transactions D

1.1 ~ Select the Frequency that you have set in Maintain Frequency (e.g. Half).

1.2 ~ The Employee/s that you have set as the Frequency type in Maintain Employee will show in
this column

1.3 ~ Tick the Sequence that you wan to process.
1.4 ~ Click PROCESS.
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The process can be displayed in the HALF MONTH FREQUENCY PAYROLL as below.

88 HALF MONTH PAYROLL (06.2015) [Period: 06 / 2015] [ [= ] =]
£| Code [ Name [ml——oa—l =
»003 |nIcOLE :
O S|
\Wages: 1,400.00 (lban: - | NICOLE
allowance: 115.00 :Iiducﬁon: - | HALF MONTH PAYROLL (06.2015)
Overtime: - EPF: 168.00 Employer EPF: 198.00
Commission: - S0CSO: 7.75 Employer SOCSO: 27.15
Claims: I
Paid Leave: 2
Director Fees: - CP38: - Computerized Calculation
Bonus: Unpaid Leave: - PCB: PrintPCB - C1

Advance Paid: Advance Deduct: - Gross Zakat: =

Gross Pay: 1,515.00\WGross Deduct: 175.75 Gross Net Pay: 1,339.25 (Adjustme

Net Pay: 1,339.25

** Contribution 50% - [Basic Wages (2800) x 0.5 = 1400]
[Allowance (230) x 0.5 = 115] with EPF & SOCSO

[1

Process Missing Employee

Step 5: When its time for month end process, select Payroll click New Payroll and then click Final
Month End and process.

6 Final Payroll Process [a@]|=]
[ > | - To process the month FINAL payroll -
A Transaction Posting
g_ﬁ Year: 2015 2 Month: 6 =
Payroll Transaction
P
- s Process Date:  30/06/2015 +
&g Process From: 01/06/2015 v To 30/06/20i5 v |
Frequency
,V) —
A Description
L_J‘Tﬁ( Description 1:  Month End (06.2015)
Adltoc Description 2:
Ref 1:
Ref 2:

D Indude Default Wages/Allowance/Deduction in addition to Pending Transactions
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The process will be displayed in the MONTH END as below.

&% Month End (06.2015) [Period: 06 / 2015]

=& =]

5

Process Missing Employee

= Code Name Welcome 003
001 _|LEE cHonG wAr ;
{002 KOO KIAN KEAT : H @ | 5
»>/003 NICOLE
004 WONG CHUN HAN Wages: 1,400.00 fLoan: - NICOLE
|00s YAP KIM HOCK
—_ e Allowance: 115.00 [Deduction: - | Month End (06.2015)
Overtime: -| ‘EPFs 167.00 Employer EPF: 198.00
Commission: - S0OCSO: 7.00 Employer SOCSO: 24.50
Claims: 5
Paid Leave: =
Director Fees: - CP38: - Computerized Calculation
Bonus: - Unpaid Leave: - PCB: Print PCB -
Advance Paid: - Advance Deduct: - Gross Zakat: =
Gross Pay: \515.00 Gross Deduct: 174.00 Gross NetPay: 1,341.00
\ Net Pay: 1,341.00

Cci

{Adjustme

Wages - [2800 (Basic) — 1400 (Frequency)] = 1400
Allowance - [230 (Fixed) — 115 (Frequency)] = 115

35



Maintain Contribution

- Setting Maintain Contribution helps you to categorize the types of contribution an employee

received.

- This will affect the types of contribution they need to provide (EPF/SOCSO/PCB, etc)
- This is useful if you have different types of workers such as
permanent worker, contract worker, foreign worker, etc
- You can set the Employee/Employer EPF rate, OT calculation and Tax calculation here.

Step 1: Select Payroll, click Maintenance and then click Maintain Contribution.

[l B beave  Inquiry Tools Window Help

. i+ Open Payroll...
¢+ Open Pending Payroll...

J_ Print Pay Slip...
J_ Print Payroll Summary...

J_ Print Payroll Summary (Work Unit)...
_]_ Print Coinage Report.

J_ Print Cheque Listing Report...

J_ Print Credit Bank Report...

J_ Print Contribution Info...

Government Reports

J: Print Yearly Payroll Report...
J: Print Yearly Individual Report...

Print Outstanding Pending Payroll Listing...

haintain Wages...
Maintain Frequency.)

Maintain Contribution...

Maintain Allowance...

Maintain Deduction...
Maintain Overtime...
Maintain Claim...

haintain Commission...

., Maintain Payment Method...

Past Payrol
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Step 2: Click New to create New Contribution

i Contribution = e =]
5 Code Description Active m'
——-- Default Contribution
#|Foreign Foreign Warker
Daily Daily Worker —
Click new to create
»
)
IE

Step 3: Key in the details and tick the required contribution.
i

Code

BN (EER B
Step 3.5:
T

g
g
3
3
=
g

Bonus

O
0O O
[« [«

Director

Pay Leave

[«
[«
[«

Unpaid Leave

[
(<
(&

Warking Day Per Month

Employee EFF Rate

Browse

Employer EPF Rate 12% Warking Hour Per Day 3 %

S0CS0 Table | v | STD Calculator | Computerized Calculation v |

Owertime Calculation base on Maintain Employee Setting [ Pensionable Public Sector Employees

Employer EFF Rate will increase to 139 for those earning not exceed 0 . -
effect from year 2012 payroll Step 3.4: Fill in the info here
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Types of contributions that are commonly used

Local Permanent workers

Foreign workers

i Contribution B Contribution - ===
Local permanent Foreign worker
o ] Pcne g | worker usually g | usually tck
Description [ Default Contrbution tick like this Description [Foreign worker | like this
EPF S0CSO0 PCB PCB(A) EA  HRDF OT = EPE SOCS0 PCB PCB(A) EA HRDE OT
Save
Bonus 0 0 F ews O O O O =
Director ] O O Cancel Director ] O O O O Cancel
O o Pt O O O O O O
" >
Unpaid Leave O O Unpaid Leave ] O O O O O
N =] Refresh
Employee EPF Rate Working Day Per Month Refresh Employee EPF Rate  |11% Working Day Per Month =
i =]
Employer EFF Rate | 12% Working Hour Per Day By W e 85
S0CS0 Table l:l STD Caleulator Computerized Calculation v SQCS0 Table STD Calculator Computerized Calculation %
Overtime Calculation base on Maintain Employee Setting [C]Pensionable Public Sector Employees Overtime Calclation base on Maintain Employes Setting [JPensionable Public Sector Employess
. . Employer EPF Rate will increase to 13% for those earning not exceed 5000 per month with
v o v
Sfrp;ltn\;irmﬂz’z;Rratzenirg”pl:;:ﬁsa to 13% for those earning not exceed 5000 per month with effect from year 2012 payroll

Explanation of terms in Maintain Contribution panel

i

o

Contribution E@
Code |— V] Active MNew
B) Description Defauit Contribution | Set as Default Edit  |»
55— 888§ 8 —
EPF 50C50 PCBE PCEB(A) EA HRDE OT —
Bonus (] (] ) Save
Director [ ] (] Cancel
Pay Leave H [] More |+
Unpaid Leave ] ] ’ Preview |+
5) Employee EPF Rate 9) Waorking Day Per Maonth 26 % I
Employer EPF Rate  [12% Wurking Hour Per Day a8 % ) Browse
50CS0 Table | vl B8] <1p Calcutator | Computerized Calculation v
8) Overtime Calculation base on Maintain Employee Setting |:| Pensionable Public Sector Employees
Employer EFF Rate will increase to 13% for those earning not exceed 5000 per month with
effect from year 2012 payroll
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Symbol Explanation Symbol Explanation
A unique name for the system to recognise the Contribute to the Employees Provident Fund
type of contribution (EPF)
The details of the contribution Contribution to Social Security Organization
(SOCSO0)
Allow this contribution to be selected in: Contribution to Potongan Cukai Berjadual (PCB),

Maintain employee >Payroll Info.

aka Monthly Tax Deduction (MTD)
*Used for regular monthly pay out
(e.g. wages, allowance, overtime, paid leave)

Auto-select this contribution every time in:
Maintain employee > Payroll Info.

Same as PCB but used for ad-hoc pay out
(e.g. bonus, director fees, commission)

The amount of EPF needed to be pay by the
Employee

Tick this means that employee that is selected
with this wages type will have his/her payroll
info to appear in the EA form.

The amount of EPF needed to be pay by the
Employer

Human Resources Development Fund (HRDF),
the amount that you contribute to the fund
*will appear in contribution report

Which SOCSO table to follow
(for default table, leave it empty)
Recommended to leave blank

Tick this will auto calculate the OT amount by:
Hourly Rate = Wage + Working Day +
Working Hour

If untick, OT rate is needed to be manually keyed
in after month end process

The amount of days the employee work in a
month (exclude Sunday)

Allow other than wages amount to contribute to
Over Time (OT)

e.g. Wages RM1000, Bonus RM500

Without tick, OT will be based on Wage
RM1000 when calculating the amount

With tick, OT will be based on Wage RM1000
+ Bonus RM500 when calculating the amount.

The amount of hours the employee work in a day
(Please visit Daily Wage guide for more details)

Which Scheduled Tax Deduction (STD)
calculator to follow.

Recommended to follow computerized
calculation

When tick, employee do not need to pay EPF but
employer have to pay 17.5%

This is for public sector employee who is already
a pensioner but choose to remain working.
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SQL Payroll latest version 125 and above:
ADD "auto claim SOCSO for PCB calculation" option at Maintain Contribution.

. ﬁMcnth End (01.2017) [Period: 01 / 2017] E@
3, ADD "auto claim SOCSO for [ we e ] wecome on o 0

i
>

. . 002 KOO KIAN KEAT ) G e
PCB calculation" option at o woow | B 05|50
»/003 NICOLE

Maintain Contribution 0 woscn| Vorrs e [ o
’ 005 [YAP KIM HOCK Alowance: Deduction: ‘:I Month End (01.2017)

Everms; :I EPF: 244,00 Employer EPF: 396.00
Commission: , I S0CS0: | 15_25| Employer SOCS0: 53.35
Claims: ) Optional Tax Relief: 15.25I
Paid Leave: |:]

New
dt  |v

we =] Biene
Description |Defau|t Contribution | This is default record *H
E

EPF SOCSO PCB PCB(A) EA HRDF OT E Director Fees: :} P38, I: Compyferized Calculation
e
Bonus g O ‘ Bonus: Unpad Leave: | o pcgf protrc " o
Diector [] O 0 Save Advance Pai Advance Deduct: - Qfoss Zakat:
Pay Leave 0 0 Cancel %ss Pay: 3,030.00 Gross Deduct: 259.! Gross Net Pay: 2,770.75 (Adjustment)
Unpaid Leave 0O 0 = Net Pay: 2,770.75
” More
Optional Tax Relief !
EmpoyeeEPFRate A | g%  WorkngDayPertionth 26
Preview |v 4
Employer EPF Rate D 12% Working Hour Per Day \j @ r
= J (]
SOCSO Table jo"” Computerized Calcuiation v ’ Refresh E Trans... PostD... Employee Code ¥ Description Refl  Ref2  Amount
[Yovertime Calculation base on Maintain Employee Spsff [Ipensionable Publc Sector Employees b
Browse
| Mauto caim 50C50 for cacuiae Pea
A = Auto EPF Rate
Employer EPF Rate will increase to 13% for those earning not exceed 5000 per month with ‘ 1 1525
effect from year 2012 payroll. i
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Maintain Allowance
- Setting up Maintain Allowance enables you to categorize the type of allowances that an em-
ployee is entitled to.
- This will affect the types of contribution they need to provide (EPF/SOCSO/PCB, etc)
- This is useful if you have different types of allowances e.g. Petrol, Mobile Phone, Meal Al-
lowance, etc.

Step 1: Select Payroll, click Maintenance and then click Maintain Allowance.

eave |nquiry Toocls Window Help

Maintenance Maintain Wages...

J Print Pay Slip... Maintain Frequency...

J_ Print Payroll Surnmary...
j_ Print Payroll Summary (Waork U

i Print Coinage Report...
4 P

| Print Cheque Listing Report... Maintain Overtime...
J_ Print Credit Eank Report... Maintain Clairmn...
j_ Print Contribution Info... Maintain Commission...

Government Reports - _'J;, Maintain Payment Method...

r Print Yearly Payroll Report...

| Print Yearly Individual Report...

Print Qutstanding Pending Payroll Listing...
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Step 2: Click New to create a New

Allowance.
B Allowance
&= Code Description Rate Active Tax Code
bi-—- Default Allowance
HO1 Handphone
PO1 Petrol
M1 Meal
¥ More -
Preview |«
N Refresh
Detal |-
q.
Step 3: Key in the details that you want to set in Maintain Allowance.
& Allowance E= R
MNew
s
Code [#] Active
— Edit |~
Description |Handphone
- Delete
Rate Set as Default
Tax Exempted Code Sawe
Contribution T Cancel
EPF
More -

[+| socso
PCB
[ | PCB (A)

o | Preview v

Refresh

Erowse




Step 3.1 — Key in the Allowance Code that you want to create.

Step 3.2 — Key in the Description of the Allowance.

Step 3.3 — Key in the fixed amount for the Allowance, e.g. if handphone allowance is fixed at RM
300 for every employee then you can insert the rate of RM 300 but if it is not fixed leave it blank.
Step 3.4 — If the allowance is tax exempted then you may insert the tax exempted code.

Step 3.5 — Tick or un-tick the contribution of the allowance.

Step 4: After creating the master file for Allowance, you can add the fixed allowance for employees

accordingly.

£ Employes (== | S
Code: 003 -~ Job Title: Active

Name: NICOLE

| Personal | Grouping | Family | Payroll info. | Allowance |beduction | note | History | chid | Attachments
— = Cancel
E  Allowance DESCRIPTION RATE S... SO... PCB PA OT EA H... Tax Code L
»[Ho1 |Handphone [ 150.00] [¥] |

{Mo1 |Meal | 80.00 | |
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OR you can also insert the allowances after doing month end process as below:

i Month End (01.2015) [Period: 01 / 2015] E=n =N ="
£ Code Name Welcome | 005 | 003 | op4 | 001 B
Bloo1 LEE CHONG WAI
002 KOO KIAN KEAT H @ ‘ -
003 NICOLE
004 WOMNG CHUN HAN \Wages: 3,000,000 Loan: -| LEE CHONG WAI
0os YAP KIM HOCK,
530,00 Deduction: -| Month End (01.2015)
’) Pvertime: -| EPF: 390.00 Employer EPF: 451.00
Commission: -| S0CS0: 14.75| Employer SOCS0: 51.65
Claims: -

Step 1 : Click on the wording s .
of the * Allowance ™. Director Fees: -| cP3s: -| Computerized Calculation

Bonus: -| Unpaid Leave: -| PCB: Print PCB 15.35 C1

Advance Paid: -| Advance Deduct: - Gross Zakat: -

Gross Pay: 3,530.00 Gross Deduct: 420,10 Gross Met Pay: 3,109.90 (Adjustme
Met Pay: 3,109.90

Allowance H

Step 2: Click on the " + " to add on
the allowance detail as per below.

£ Trans Date Post Date Employee Code Description
#|31/01/2015 [ 31/01/2015 Handphane
31/01/2015 |31/01/2015 Meal

31/01/2015 |31/01/2015 Petrol

Allowance settings are the same as deduction settings; they are not compulsory and depend on each
company’s policy.
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Maintain Overtime
- Setting Maintain Overtime helps you to categorize the types of overtime.
- This will affect the types of contribution they need to provide (EPF/SOCSO/PCB & etc)
- The settings will affect the calculation of overtime.

Step 1: Select Payroll then look for Maintenance and then click Maintain Overtime.

Eile Edit View Human Resourc eave Inquiry Tools Window Help

l ” ayroll... |

1 » Open Payroll...

Maintain Wages...

| Print Pay Slip... Maintain Frequency...
J— Print Payroll Summary... Maintain Contribution...
J— Print Payroll Summary (Work Unit)... Maintain Allowance... »
_1— Print Coinage Report... intai i
._I_ Print Cheque Listing Report...
J— Print Credit Bank Report... e Payroll Payslip EPF
r Print Contribution Info... Maintain Commission...
Government Reports » __";'; Maintain Payment Method...

J: Print Yearly Payroll Report...
[ Print Yearly Individual Report...

Print Qutstanding Pending Payroll Listing...

Past Payroll ’ayr;all Summary

Maintain Overtime | Working Date: 13/06/2015 [ ]| Logon: | ADMIN | cap |[NuM|

Step 2: By default, certain overtime settings are built in but you can click New to create your
company overtime settings.

File Edit View HumanResource Payroll Leave Inquiry Teols Window Help

| Q04318 X S|&-0

e Overtime |mESm|
g Code Description Rate Active
Moo efoutOvertime iy ]
DROS 1/2 Rest Day 050 [ edt |e |
Mairtain Employ | |pr1o 1.0 Rest Day w0 ¥ = P
DR30 Public Holiday 300 [ Delete
HW15 Working Day 150 [V
HW20 Rest Day 200 [ |
HW30 Public Holiday 300 [¥
vy s0cs0
| oot |+
1
7
MALAYSIA
PCB

4
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Step 3: Key-in Overtime as below

Code HW 15 Active

| &t [
Description Working Day
-
UnitType | L2 Hourly Set as Default Save

Pay Rate Script Sten 3.2

Cance|

,_
m
5T
=
M
o
o
=
=3
(3
!
i
ol
(=
=
I
1
£
[+T)
ch
=1
3

us]

m

'

=
EBNED

EPF EA
PCB Browse

PCB (A)

m
o
-

Step 3.1 — Insert the Code and Description of the Overtime that you want to create.

Step 3.2 — Insert the Rate of the Overtime, e.g. the overtime rate is 1.5 as per overtime amount or
double, triple of the overtime amount.

Step 3.3 — Unit Type is to set the overtime calculation hourly or daily.

Step 3.4 - Set the contribution of overtime with EPF, SOCSO, etc.

Step 4: Process the overtime with Month End first:

&6 File Edit View Human Resourc) I eave Inquiry Tools Window Help ElEX

‘ 1P New Payrol.

£+ Open Payroll..

* Open Pending PayrolL.

Maintenance Y mmmmm

= PrintPay Slp.. (eveve,
[ print Payrol Summay... BT,

[ Print Payroll Summary (Work Unit)..

{7 Print Coinage Report...

[ Print Cheque Listing Report..

New Payroll

7 Print Credit Bank Report...
[ print Contribution Info...

Govemment Reports y

[1 Print Vearly Payroll Report..
{5 Print Vearly Individual Report..

Print Outstanding Pending Payroll Lising...

Step 4.1: Click on Payroll Then New payroll.

A

PCB
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:£ File Edit View HumanResource Payroll Leave Inquiry Tools Window Help

P RE0000|EE HOIRS|S-R

- To process the month FINAL payroll -
& -~ Transaction Posting
(= L
Year: m Month: 6
Final
- Payroll Transaction

& pocess bt (21052015 |

Process From: |01/06/2015 v | To |30/08/2015 ~| ...

Description 1: |MnnlhEnd (06.2015)

Freguency
" Descrinti
Ad Hoc Descrintion 2: |
Ref 1t |
Ref2: |

[inciude be i . T’
| Step 4.2: Click on Process. I

ﬁ File Edit View Human Resource Payroll Leave Inquiry Tools Window Help

?}%@@@@@H@@L&H@|i@|;'@

b|001 LEE CHONG WAI

002 k0O KA\ KEAT
003 NIC

004 WONG HUN HAN
005 vap KiHOCK

Month End (06.2015) - Jun 2015

| Print Pay Sip | | Print EPF Borang A

| Print Payroll Summary | | Print SOCS0 Borang 8A

|mm9—m« | | Print Income Tax CP39

Step 4.3: Click the employee name.
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ﬁ File Edit View Human Resource Payrcll Leave [nquiry Tocls Window Help
| | .
= Code Mame Welcome 001
E E_LEE CHOMG WAI
002 KOO KIAN KEAT H @ | =
003 NICOLE
(T | LeEcHonG WA
0as YAP KIM HOCK
Allowance: Deduction: [ -] MonthEnd (06.2015)
Overtime: |:| EPF: 390.00 Employer EFF: 451.00
Commission: |:| SOCS0: 14.75| Employer SOCSO: 51.65
Step 44 C||Ck the Director Fees: l:l CP33: l:l Computerized Calculation
H Bonus: I:I Unpaid Leave: I:I PCB: Print PCE - C1
word overtime. P
Adwvance Paid: I:I Advance Deduct: - Gross Zakat: =

5

Process Missing Employee

Gross Pay:

3,530.00

Gross Deduct:

404.75 Gross MNetPay:

3,125.25 (Adjustment)

Net Pay:

3,125.25

BE File

Edit W¥iew Human Resource

Payroll Leave Inquiny

Tools

Window Help

Code Mame

LEE CHOMG WAT
KOO KIAM KEAT
MICOLE

WONG CHUM HAMN

YAP KIM HOCK

Welc\omel o001 |

| | >

HO '

Wages:
Allowance:
Owertime:
Commission:
Claims:

Paid Leave:
Director Fees:
Bonus:

[ ]
[ ]
L]
[ ]
[ ]
L]
I

Advance Paid:

Loan:

Deduction:

EFF:

SOCS0O:

CP38:

Unpaid Leave:

Advance Deduct: =

LEE CHONG WAI
Month End (06.2015)

390.00 Employer EFF: 451.00
14.75| Employer SOCSO: 51.65

Computerized Calculation
PCB: Print PCB -

Gross Zakat: =

ci

Gross Pay: 3,530.00 Gross Deduct: 404.75 Gross Net Pay: 3,125.25 {Adjustment) - 5
Met Pay: 3,125.25
o 1l
e - Press the “ + “ button to add
T == the details that you want.
Trans Date Post... & Employee Ci Fay Rate Amount
»[15/06/2015 | 30/08/2015 |001 |— 115.38 =
Count = 1 =
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ﬁfile Edit View Human Resource Payroll Leave Inquiry Tools Window Help

Gross Pay:

3,530.00 Gross De

Overtime

= Code MName Welcome | 001
B 001 LEE CHOMG WAI
ooz KOO KIAM KEAT H @ ‘ -
003 MICOLE
004 WONG CHUN HAN Wages: Lgan: [ -] LEE CHONG WAI
005 YAP KIM HOCK
Allowance: Deduction: -| Month End (06.2015)
Overtime: I:I EPF: Code Description
— Default Overtime
B S FEEIE I:I SO0 DROS 1/2 Rest Day
Claims: I:I DR.10 1.0 Rest Day
DR30 Public Holiday
pardii=ares I:I HWW 15 Working Day
Director Fees: I:I CP33: HW20 Rest Day
HwW 30 Public Holiday
Bonus: I:I Unpaid Le]
Advance Paid: I:I Advance

G

r_r

Step 4.6: Click arrow down to select the Code.

s Trans Date Post... &
i 13/06/2015  30/06/2015 001

Employee

Fetch All  A-- A=a New [—

P ™| working Day

I's

Count=1

Key in the work unit as overtime hour, e.g. if Lee Chong Wai’s overtime is 2 hours, just key in the
number as 2.

ﬁEile Edit View Human Resource Payroll Leave Inguiry

Tools Window Help

welcome | 001

E Code MName
B001 LEE CHOMG WAI
02 KOO KIAN KEAT
03 MNICOLE
004 WOMG CHUM HAM
005 YAP KIM HOCK
5

H O

Wages: Loan: [ -] LEE CHONG WAI
Allowance: Deduction: [ -] Month End (06.2015)
Cvertime: EFF: 3094.00 Employer EPF: 466.00
Commission: |:| 50C50: Emplayer SOCS0: 51.65
Claims: I:I
Paid Leave: I:I
DirectorFees: | | cram: [ -] computerized calculation
Bonus: I:I Unpaid Leave: I:I PCE: Print PCB - C1
Advance Paid: I:I Advance Deduct - iGross Zakat: =
Gross Pay: 3,573.27 Gross Deduct: 408.75 Gross NetPay: 3,164.52 {Adjustment) -
Met Pay: 3,164.52
I
Trans Date Post... &  Employee Code Description Work Unit Rate Pay Rate Amount
iHwi1s Waorking Day 2.00 1.50 14.42 43.27
Count =1 43.27
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Or, you can click the button beside Trans Date, and tick the column name Work Unit As Time

ﬁflle Edit ¥iew Human Resource Payroll Leave Inquiry Tools Window Help

Code Mame Welcome | 001
LEE CHOMG WAL [_| Entry Date Employes. ADDRESS 2 [_| Employee. COMTRIEB [_| Employes.LEAVEGROUP
KOO KIAMN KEAT [+] Trans Dats [ ] Employee. ADDRESS3 [ ] Employee, FREQUENCY [_] Employes.PASSWD
NICOLE Post Date Employee. ADDRESS4 Employee. PAYMENTMETHOD Employee. PHOTO
WONG CHUM HAM Employee Employes. PHONE1 Employee. BANK Employee. . NOTE
BAL ST R L_| Project Employee.PHONEZ2 [_| Employee. BAMNKACCHO || Employee. ATTACHMENTS
Job Employee.MOBILE Employes. EPFNO Employes. . ROWVER
Task Employee EMAIL Employee. NK Project. AUTOKEY
Code Employee . NEWIC Employee. INITIAL Project. CODE
Di=ccrintion, Employee.OLDIC Employee. SOCSOMO Project. DESCRIPTIOMN
Employee . PASSPORT [ ] Employes. SOCSOTYPE [ ] Project. ISDEFAULT
it Employee . IMMIGRATIONNO [ Employee. TAXCATEGORY Project. ISACTIVE

Employee.BRANCH
Employee HRGROUP
Employee. DEPARTMENT
Employee.CATEGORY
[ ] Employee.PROJECT
Employee.JOB
Employee. TASK

Employee. TAXBRANCH
Employee, TAXMNO

Employee. DISABLED
Employee. RESIDENT

[ ] Employee. EASERIALNO
Employee. SPOUSEMAME

[ ] Employee. SPOUSEADDRESS 1

Project. ATTACHMENTS
Project ROWVER

Job. AUTOKEY
Job.CODE

[ ] Job.DESCRIPTION

Job ISDEFALLT

[ Job.ISACTIVE

oT Employee. COUNTRY Employee. SPOUSEADDRESS2 Job. ATTACHMENTS
EA Employee.RACE Employee. SPOUSEADDRESS3 Job.ROWVER

[ ] HRDF Employes . CALEMDAR [ ] Employee, SPOUSEADDRESSS [ ] Task. AUTOKEY
Day Type Employee. JOBTITLE Employee. SPOUSEPHONE 1 Task.CODE

[ ] Employee. ALUTOKEY [ | Employee. JOINDATE [ ] Employee. SPOUSEPHOMNEZ [ | Task.DESCRIPTION
Employee.CODE [ ] Employee. CONFIRMDATE [ ] Employee. SPOUSEMOBILE [ ] Task.ISDEFAULT
Employee. MAME Employee . RESIGMDATE Employee. SPOUSETAXBRAMCH Task. ISACTIVE

[ ] Employee.MAMEZ [ | Employese. . MARITALSTATLUS [ ] Employee. SPOUSETAXMNO [ ] Task. ATTACHMENTS
Employee. GENDER. Employee. ISACTIVE Employee. SPOUSEICHNO [ ] Task.ROWVER

[ | Employee.DOB [ | Employee. WAGESTYFPE [ | Employee. SPOUSEWORKIMNG
Employee. ADDRESS 1 [ | Employes WAGES [ ] Employee. SPOUSEDISABLED

Trans Date Post Date Employee Code Description Work Unit As Time

15/06/2015 Default Overtime

Work Unit Rate

Pay Rate

After selecting the column of Work Unit as Time, key in the overtime minutes e.g. 2 hours and 15
mins as below:

ﬁfi\e Edit View HumanResource Payroll Leave |nquiry Teols Window Help

Code Name Welcome | 001

LEE CHONG WAI

KOO KIAN KEAT H @ ‘ v

NICOLE

WONG CHUN HAN Wages: 3,000.00| Lgan: -| LEE CHONG WAL

AP KIM HOCK.
Allowance: 530,00 Deduction: -| Month End (06.2015)
Overtime: 239.62| EPF: 418.00 Employer EFF: 494,00
Commission: -| S0CsC: 14,75 Employer SOCSO: 51.65
Claims: -
Paid Leave: -
Director Fees: -| cp38: -| Computerized Calculation
Bonus: -| Unpaid Leave: -| PCB: PrintPCB -C1
Advance Paid: -| Advance Deduct: - Gross Zskat: =
Gross Pay: 3,789.62 Gross Deduct: 432,75 Gross Net Pay: 3,356.87 (Adjustment) -2

Het Pay: 3,356.87

Commission | Claim

r

£ TransDate PostDate  Employee Code Description Work Unit AsTime ~ WorgUnit  Rate  PayRate  Amount
1| 15/06/2015 |30/06/2015 001 |-— Defauit Overtme 15 225 1o0| us3s| 2962
5 Count=1 00:00 =
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Maintain Payment Method

- Maintain Payment Method helps you to categorize how you want to pay your employees

- This is useful when you have different types of banks (MBB, HLB & etc)
and methods of paying (Cash, Cheque, Transfer)
- Here we can set auto rounding so that all the final salary payment is rounded to the nearest 5

cents

e.g. Employee total pay = RM1234.56

After auto rounding, it will become RM1234.55

Step 1: Select Payroll | Maintenance | Maintain Payment Method.

Payroll e Inaui ata Wigdow Help

¢ Mew Payroll...
l ¢ » Open Payroll...

¢+ Open Pending Payr

J_ Print Pay Slip...

J_ Print Payroll Summary...

J_ Print Payroll Summary (Waork Unit)...
J_ Print Coinage Report...

J_ Print Cheque Listing Report...

J_ Print Credit Bank Report...

r Print Contribution Info...

Government Reports

I Print Yearly Payroll Report...
I Print Yearly Individual Report...

Print Outstanding Pending Payrall Listing...

haintain Wages...
Maintain Frequency...
Maintain Contribution...

Maintain Allowance...
Maintain Deduction...
Maintain Overtime...

Maintain Claim...

Maintain Commission..)

Fast Payroll

Step 2: Click New to create new Payment Method.
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) Payment Method E=REER =
£ Code Description
_Default PaymentMethod
MBB Transfer Maybank Transfer
MBE Cheque Maybank Cheque
HLE Transfer Hong Leong Bank Transfer
HLE Cheque Hong Leong Bank Cheque
RHE Transfer RHE Transfer
Click new to create
b
o [
==
i Payment Method
Remember
Code |I'~"IEiE| Transfer | Active to save
Description |Maybank Transfer |
Bank |Malayan Banking Berhad W |
Bank AccountNo, | 123456759000 |

8] Bank Charge | a, 1EI|

Payment Type | Direct Transfer V|

Met Pay |F‘ayru:u|| Rounding W | H
B3] Branch |PULAL PINANG Preview |-
Address 5, JALAN BEST 123/790

Refresh

| 11600 JELUTONG

|
|
|
Browse
[PLLAU PINANG |
| |
Contact Person |.ﬁ.li |
Ref |ali@gmail.mm |
| |
Phone [03-1234 1234 | BlFax || | :
Key in the
0123456738 | information
here

GL Account | |

| Set as Default




Symbol Explanation Symbol Explanation

1) A unique name for the system to recognise 10) The name of the person that the employer
the type of payment method liaise with the bank

2) The details of the payment method 11) Any additional remarks

3) The name of the bank 12) The phone number of the bank

4) The employer’s bank account number 13) The account number/name that is used to

record the payment (reference purpose)

5) The bank charges incurred when payment 14) The payment method selected in: Maintain
is made by this method employee > Payroll Info.

6) The mode of payment 15) The fax number of the bank
(cash, cheque, transfer)

7) Allows 5cents rounding of net pay when 16) Payment method auto selected Maintain

‘Payroll rounding’ is selected
(Please look at the page below for further
explanation)

employee > Payroll Info.

8) The branch of the bank that is issuing the
payment issue to pay out

9) The address of the bank

Explanation of Auto Rounding

A) Without auto rounding

Payment Type Direct Transfer w
Met Pay
Branch PLLAL PIMAMG

When Net
Pay is blank

After month end no adjustment will be shown.

However, adjustment can be changed manually by clicking the up/down arrow beside it.
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i Month End (07.2015) [Period: 07 / 2015] =R EER [
E Code Mame | Welcome | ool | ﬂ
#|oo1 LEE CHONG WAL : .
002 KOO KIAN KEAT | EE.! @ ‘ —
o3 NICOLE 2
004 WONG CHUN HAN Wages: Loan: [ LEE cHONG wAI
= el Mlowsnce: [ J Deducton: [ Month End (07.2015)
Overtime: |:| EPF 154.00  Employer EFF: 182.00
commisson: [ -] socso: 6.75| Employer SOCSO: 23.65
o 7 No adjustment
Paid Leave: I:| iS made here
Director Fees: l:l CP33: l:l Computerized Calculation
Bonus: I:I Unpaid Leave: I:I PCB: Print PCB - C1L
Advance Paid: I:| Advance Deduct: - (Gross Zakat: -
Gross Pay: 1,395.31 Gross Deduct: 160.?5[ Gross Met Pay: 1,234.56] {Adjustment) - l
s | net pey: 1,234.5
Process Missing Employee I 1
i, G
N Gross net pay
and net pay is
still the same
B) With Auto Rounding
Payment Type Direct Transfer w
— When ‘Payroll Rounding’
Met Pay Payrall Rounding y g
- is selected in Net Pay
Branch |PLLAL PINANG |
After month end, it will auto adjust
= Employee [E=RE=m = !
Code: ‘001 ‘v| Job Title: ‘ ‘ [ ctive e
Name: ~[LEE CHONG Wal | Edt - LEE CHONG WAI
Delete Month End (08.2015)
——
|Persunal IGruuDing | Familvl Payroll Infa. I Allowance | Deduction | MNote | History | Child IM‘EChmEnisl Ernploy_er EFF: 132.00
= s IS e— Erprsocso 2369
i S T S N— i Adjustment is made
lPaymentMeiﬁud: MEE Transfer 4 | Marital Status: Computerized Calculation automatica"y
Bank: v Spouse Working ] Spouse Disabled  [] Browse R LR ~Cl
Bank Account Mot l:l Tax Category: a
Self Disabled O Resident Qverride Tax Category O Gross Zakat: -
EPF No : 1 Seriglfla:
e l:l Gross Met Pay: 1,234.56 J(Adjustment) -0.01 :]
' Correct payment method selected in
Initial: l:l Confir R . Met Pa‘,r: 1,234-55
resn]  Maintain Employee > Payroll Info.

Net pay has reduced
to nearest 5 cents
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Process Salary
You can choose the different options as below:

1) New Payroll
- Enables you to process payroll as Final, Frequency or Ad Hoc basis.

2) Open Payroll
- Enables you to re-open past payroll for checking or editing.

3) Open Pending Payroll

- Enables you to key in the pending amount before final payroll process.

- You may input the following types of pending amount:
a) Wages
b) Allowance
¢) Paid leave
d) Overtime
e) Claims
f) Director Fees
g) Commission
h) Bonus
1) Loan
J) Deduction
k) Unpaid leave
I) Advance
m) CP38
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Month End Payroll

Step 1: Select Payroll then click New Payroll.

ﬁ File Edit View Human Resource Payroll Leave Inquiry Tools Window Help

P RE00000 4B dHOIRE|S-

- To process the month FINAL payroll -

Transaction Posting
[a] [a]
Year: 2015 Month: 3 e
Payroll Transaction

Process Date:  31/03/2015 v Sten 1.1

Process From: 01/03/2015 = To 31/03/2015 = _..
Cut-Off Day:

Description

Description 1:  Month End (03.2015)

Ref 1:

L Gl

Ref2:

[ include Default Wages/Allowance Deduction in addition to Pending Transactions

Step 1.1 — Some companies payroll cut off dates may not fall on the end of the month, e.qg. if it falls
on 26™ of the month, you can preset your own company payroll cut off date through the “ ...” button.

Step 1.2 — Click the “ Process “ option.
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Open Payroll
- Once you have processed the payroll and you can open the payroll again to view, and edit
accordingly if there are any amendments to be made.

Step 1: Click Payroll and then select Open Payroll.
eave |nquiry Tocls Window Help

MNew Payroll...

!| Open Payroll...

{ + Open Pending Payrall...

Maintenance »

| Print Pay Slip...

. Print Payrell Summary...

i Print Payrell Summary (Werk Unit]...

. Print Coinage Report...

i Print Cheque Listing Report...

. Print Credit Bank Report...

.J_ Print Contribution Info...

Government Reports L

i Print Yearly Payroll Report...

. Print Yearly Individual Report...

Print Outstanding Pending Payrall Listing...

ﬁEile Edit View Human Resource Payroll Leave Inquiry Tools Window Help

£ Code Mame Welcome | 001 |
oo3 NICOLE /
oo4 WOMNG CHUM HAN
00s YAP KIM HOCK
[ Print Pay Sip ] [ Print EPF Borang A ]
[ Print Payraoll Summary ] [ Print SOCSO Borang SA ]

[ Frint Payment Summary ] [ Print Income Tax CP39 ]

You can double click your Employee’s Name to view and check.
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ﬁ File Edit View Hurman Resource Payroll Leave Inquiry

Tools Window Help

‘ r

2 Code Narme: | Welcome | 001 |
#001 LEE CHOMG WAL H
002 KOO KIAN KEAT i[5 H @ ‘ -
03 MICCOLE .
004 WOMG CHUM HAN Wages: 3,000.00] Loan: - LEE CHONG WAI
0as AP KIM HOCK —]
Allowanee: 530.00) Deduction: - Month End (01.2015)
Qvertime: - JEPF: 390,00 Employer EPF: 451.00
Commission: - §50C50: 14,75 E_meloyer S0CS0: 51.65
=
Claims: -
Paid Leave: -
Director Fees: - CP38: - Computerized Calculation
Bonus: - Unpaid Leave: - IPCB: Print PCB 15.35 JC1
Advance Paid: - Advance Deduct: - Gross Zakat: =
I Gross Pay: 3,530.00 Gross Deduct: 420,10 Gross Met Pay: 3,109.90' (Adjustment)
INet Pay: 3,1“9.9ii
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Open Pending Payroll

- Before you process month end, you can use Open Pending Payroll to key in ad hoc details like

extra allowance, overtime, claim, etc.

Step 1: Select Payroll then click Open Pending Payroll.

ﬁ File Edit View HgmanResourceLeave Inquiry Tools Window Help

Step 2: Double Click on the type of ad hoc payroll that you want to key in, e.g. Overtime.

Maintenance

. | 4 NewPayroll...
1+ Open Payroll...
Open Pending Payroll...

»

;_ Print Pay Slip...

f Print Payroll Summary...

™ Print Payroll Summary (Work Unit)...
j— Print Coinage Report...

r Print Cheque Listing Report...

j_ Print Credit Bank Report...

j— Print Contribution Info...

Government Reports

.. Print Yearly Payroll Report...
||, Print Yearly Individual Report...

Print Qutstanding Pending Payroll Listing...

New Payroll

Past Payroll

Payroll Payslip

Payﬁ)ll Summary

PCB J

‘4% Fle Edit View HumanResource Payroll Leave Inquiy Tools Window Help

Pending Payroll - Jun 2015

Pending 2015
Pending Navigator

.
@ Allowance
/

Claims Loan

B &

|
@ Tax Deduction
/

| |
@ Paid Leave Director Fees
t t

4

/

Commission

P38

Unpaid Leave

i
/
i
Advance Deduct
J
i
Tax Benefit
J
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Step 3: Insert the details accordingly:

E File Edit View HumanResource Payroll Leave |nquiry Tools Window Help

| E S|&E-6

L sieeeoer y

ns Date  PostDate Employee Code Description Work Unit RATE

<Nfldata to display >

Step 3.1: Press on the “ +
““ button to insert the details.

Count =

ﬁfl\e Edit View HumanResource Payroll Leave Inquiry Teols Window Help

| ! HO & - &
o SLle®oaM™y

£ TransDate PostDate  Employee Code Description Work Unit ~ RATE
*{15/06/2015 § 15/06/2015 | |-— Defauit Overtme | | oo

etc

Step 3.2: Insert the details accordingly like employee, overtime code, work unit

Count =1

60



B File  Edit

View Human Resource Payroll Leave Inquiry Teols Window Help

— OB oo ¥

|tm =

B

"
Post Date

£ Trans Date Employee Rde Description Work Unit As Time Work Unit  RATE
15/06/2015 |15/06/2015 001 HW Working Day 02:30 2.50 1.50
15/06/2015 | 15/06/2015 002 HW ‘Working Day 03:00 3.00 1.50
15/06/2015 |15/06/2015 003 HW Working Day 01:45 175 L50
15/06/2015 | 15/06/2015 004 HW Working Day 02:00 2.00 1.50

$E15/06/2015 £ 15/06/2015 005 HW Working Day 01:30 1.50 L50

Step 3.4: After finished keying in the required details, click save.

Count =5

Step 4: After keying in the Ad Hoc details, you may process the Month End and view the results

as below:

ﬁEile Edit View Human Resource Payroll Leave |nquiry Tools Window Help

2 Code Mame Welcome | 001 | 002 ‘
#0001 LEE CHOMNG WAI
002 KOO KIAM KEAT H @ ‘ -
003 MICOLE
004 WONG CHUN HAN Wages: 3,000,000 Loan: |:| LEE CHONG WAI
a5 YAP KIM HOCK.
Allowance: Deduction: [ | monthEnd (06.2015)
Overtime: 54.09| EPF: 396.00 Employer EPF: 463.00
Commission: |:| 50C50: 14.75| Employer SOCS0: 51.65
Director Fees: l:l CP38: l:l Computerized Calculation
Bonus: l:l Unpaid Leave: l:l PCB: Print PCB - C1
Advance Paid: l:l Advance Deduct: - Gross Zakat: =
Gross Pay: 3,584.09 Gross Deduct: 410.75 Gross Net Pay: 3,173.34 (Adjustment) -2
Net Pay: 3,173.34
QOvertime
o = M
| |
(2 Trans Date PostDate  Employee Code Description Work Unit As Time Work Unit Rate PayRate  Amount
» [15/06/2015 | 15/06/2015 |o01 |Hw1s Working Day 02:30 250/ 1o 14.42|  54.09
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Payroll Report
You can generate the following reports:

1) Print Pay Slip
- Enables you to generate the pay slips for the employees selected.

2) Print Payroll Summary
- Enables you to analyze the payroll for the month like wages, claims, unpaid
leave, allowance, etc.

3) Print Coinage Report
- Enables you to count the number of currency notes/coins required for the pay
amount.

4) Print Cheque Listing Report
- Enables you to generate the individual pay amount for bank.

5) Print Credit Bank Report
- Enables you to generate the individual pay amount via Direct Transfer service.

6) Government Reports
- Enables you to generate government reports, such as EPF Borang A, Income

Tax EA, Sosco Borang 8A, etc.

7) Print Yearly Payroll Report
- Enables you to go generate 12 months payroll reports for individual employees.

8) Print Yearly Individual Report
- Enables you to choose the employees to view the detail 12 months payroll.
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SOL Payroll Leave
This module is used for maintaining employee’s leave,

calendar and attendance reports.

It consists of 3 sections:

a) Maintenance

b) Leave Entitlement Processor
c) Leave Application

d) Reports
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Maintenance Leave
1) Maintain Calendar

- Enables to set company calendar for a year, e.g. set the company rest day,
public holiday, etc.

2) Maintain Leave Type
- Enables you to define the leave type, e.g. annual leave, medical leave,
maternity, unpaid leave, etc.
- You can define the types of leave as below:
a) Is Entitled
b) Is Unpaid
c¢) B.Forward

3) Maintain Leave Group

- Enables you to customize leave policies for different levels of employees in
the company.

- You can customize the scripts (under Tools = Maintain Script...) and set in
the Leave Group.
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Maintain Leave Type
- You need to make sure that you have done the settings for leave type and leave group before
you can assign leave group to your employees. “Leave Type” means the nature of the leave,
while “Leave Group” is the grouping of employees according to their leave entitlement.

Step 1: Point to “Leave” tab and select “Maintain Leave Type”

File Edit View Human Resource anmll
Leave Application...

pndow  Help

Leave Entitlement Proci

-~ | Maintain Calendar...

Maintain Leave Group...

Print Leave Application Report...

Print Attendance Report...

Print Leave Balance Report...

Print Yearly Leave Report...

Maintain Employee New Payroll

Past Payroll

Code Description Caption Active IsEn... IsUn...

M | ™ ]
R

Annual Leave
uL Unpaid Leave
MC Medical Leave

; i

|
OO«
E

AlFE
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Set as Default

Step 3: Insert details such as code, description, caption, Is Entitled and then SAVE.

Delete

=

Preview «

Browse

Code [ Description Caption Active IsEn... IsUn... BF
AL Annual Leave AL O O
uL Unpaid Leave uL ] ]

! ! | |

@
H
KN

66



Maintain Leave Group

Step 1: Select “Leave” tab and click “Maintain Leave Group”
File Edit View Human Resource Payroll BE=WEN Induiry T dow Help
Leave Application...

Leave Entitlement Proc

- Maintain Calendar...
Maintain Leave Type...

Maintain Leave G

Print Leave Application Report...
Print Attendance Report...
Print Leave Balance Report...

Print Yearly Leave Report...

Maintain Employee New Payroll

Past Payroll

Step 2: Click “New” to create new leave group.

Code Description Active
[ S Default Leave Group |

1

Step 3: Assign a code for your new leave group.
e.g. FW for “Foreign Worker”;
Click the “+” button to select the entitled leave type for this particular leave group.
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0 Leave Group =N CR =
Code Fw
Description  FOREIGM WORKER
[] Active Set as Default ele
ﬂ Save
= Leave Type Entitle Amount ‘
AL o Cancel
2 More ¥
Refresh

Step 4: E.g. “Annual Leave (AL)”

By default, the calculation for “Annual Leave” is as below:

Year of Service (Years) Day of Leave Entitled (Days)
1to2 8
3to4 12
>4 16

If your company’s annual leave policy follows this default setting, you can point to the
“Entitle” tab and select “Annual Leave Entitlement Policy”. The calculations will follow
the default settings.
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I IAnrud Leave Entitlement Policy l

Medical Leave Entitlement Policy - By Calendar Year, No Prorate

Step 5: If your company does not follow the default annual leave settings, you can always customise

your own calculations by selecting the “Entitle (Table)” column.

oW

Description IFOR.EIGN WORKER

[v] Active

New

Edit -

Set as Default Delete
Save
Entitle Amount Entitle (Table)
- ' ~ | Preview |v
ﬂEntiﬂe (Table)

Browse

69



Select “...” button under “Entitle (Table)” tab.

e [0 3
Description IFOREIGNWORKER ‘ Edit |~
[¥] Active Setas Default | Delete
= Save |
2 Leave Type Entitle Amount Entitle (Table) o
T et
==
More ||
Preview |v
: :
Browse

Click the “+” button to select the row bar for you to key in the “Year From”, “Year To” and

‘GDayS’?.

<No data to display >

1) E.g. if your company’s policy is as below:

Year of Service (Years) Day of Leave Entitled (Days)
lto2 8
3to5 12
>5 18
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You need to key in the table as below:

Year From Year To Days
1 2 8
3 5 12
5 18

Click “OK”. The new calculation will be shown clearly in the “Entitle (Table)” column. Click

“Save”

Description | FOREIGN WORKER Edt |+
Active Set as Default l Delete
= Save

£ Leave Type Entitle Amount

{"EntitlePolicy™:[{"YearFrom™ 1, Yea... A

More |+

Preview |«

: )
Browse
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a) Employee Leave Group Assignment

1) Select “Human Resource” tab and click “Maintain Employee”

File Edit View BeUGERRELINIEE Payroll Leave Inquiry Tools Window Help

Maintain Branch...
§itf) Maintain Department...
3 Maintain Group...

0 Maintain Category...

Maintain Project...
Maintain Job...
Maintain Task...

Maintain Race...
Maintain History Type...

Maintain Employee New Payroll

Past Payroll

2) Select the employee e.g. Nicole. Click “Edit”

E Code Name Active
001 |LEE cHONG wa [ [ e |
i
o <
005 YAP KIM HOCK [v]

i

o




3) Click “Grouping” tab, and you will see “Leave Group” at the last panel.

Code: 003 v|  JobTitle: [ | Actve New

= | | Edit -
o Delete
|Persong| | Grouping | family | Payrol Info. | Allowance | Deduction | Note | History | chid | Attachments | sve

) B —) e |
HR Group: - v Job: - v More -
L e v| Task: |— v|
Preview |«

= B /] R
Country: MY v Refresh

Race: ‘— v| I Leave Group: |-~ v‘ Browse

4) Assign relevant leave group; e.g. Foreign Worker (FW), click “Save”

Leave Group: FW @

Code Description
e Default Leave Group
FW

Fetch All  A-- A=a New




coe _— | ncn

Name: |NICOLE |

| Personal | Grouping | Family | PayrollInfo. | Alowance | Deduction | Note | History | Chid | Attachments |

e ™
T ™




Leave Application

To record each employee’s leave application. You can input any types of leave that you have
defined in Maintain Leave Type.

You can set the calendar into an individual employee in Maintain Employee. It will be shown
in the employee leave application.

It can monitor the leave applied based on the up-to-date number of leaves entitlement.
For example,

Annual Leave Entitlement = 12 days

Average Annual Leave Entitlement = 1 day per month

Annual Leave applied for a month;
January = 0 day
February = 1 day
March = 0 day

From the above scenario, total annual leave entitled up to the month of April are 4 days
including the month of April).

It means the number of annual leaves remaining are (4 — 1) ie 3 days.

If the employee applies 4 days leave in the month of April, the system will prompt the
warning below. “You’ve taken 5.0 days of Annual Leave, but Annual Leave limit for April is 4.0
days.”

You can choose to Allow, Not Allow or Unpaid Leave.

Leave Entitlement Processor...

Maintain Calendar...
Maintain Leave Type...
Maintain Leave Group...

Print Leave Application Report...
Print Attendance Report...
Print Leave Balance Report...

Print Yearly Leave Report...

Maintain Employee New Payroll

Past Payroll
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2) Select the year e.g. Year 2015

Open Leave

New Leave Applicatic

Leave Ingquiry

10 applications

3) Select the name of the employee and double click it; e.g. Lee Chong Wai

001
002

LEE CHONG WAL
KOO KIAN KEAT

003

NICOLE

WONG CHUN HAN

005

YAP KIM HOCK

{ Welcome !
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005

001
LEE CHONG WAI

st oer

1 Date * Leave.. Descption

No data to displa)

Leave Balance

 LeaveType  Enttie "

PAL | 1600 0.00/
MC 2.00| 0.00

¢ sy 1 215
MIWTFSS MTWTESS
293031 1234 » 1
156789101 $23456738
IRBMISEYIE 9NN
Doy DayAsTme| |"1920212232425 16U BODAR

1T BBNN ABMBATB

Apr 2015 May 2015
MTWTEFESS MTWTFSS
Ly 12345 » 123
678910112 WA45678910
v> WI3MIS16171819 H11213141516 17
4021222324252 11819202122324
w272282930 m25627289N031
2y 2015 August 2015

MIWTFESS MTWTFESS
= 12345 ¥ 12
®678901U1R B34567809
S3MIS617819 B0URBISE
®20212228324252%6 »TBBOANS
e CEETEE TusETanw

Ll October 2015 November 2015
9.0, 2.0 MTWTFSS MTWTFSS
o 1234 4 1
“W567891W1 “2345678
CI2131415161718 % 9101112131415
“1920212223425 “ETBEDAR
“BVBBNIN  BNBATBN

- 30

N E—

[ViPrompt disog when exceed leave enttie imt [ Rest Day (] Public Holday

| Welcome | 001

(=] & |
<]

B

L

F=al (XX Y

001
e [ad] [u] jmc
LEE CHONG WAIL
4 January 2015 February 2015 March 2015 »
MTWTFSS MTWTFSS MTWTFSS
293031 12 3 4 9 19 1
45678091011 2345678 92345678
(1213141516 1718 7 9101112131415 = 9101112131415
o —— ~ r———— {19202122232425 1617181902122 #1617 18 19 2021 2
Nisberza]al ‘ Lo 200l 08:00 5126 27 28 29 30 31 92324252627 28 ::g;:zszsznaze
Apri 2015 May 2015 June 2015
MTWTFSS MTWTFSS MTWTFSS
“ 12345 = 123 = 1234567
36 78 9101112 % 456 78 910 = 8 91011121314
#13141516 171819 /111213141516 17 =15 17 18 1920 21
2021222324252 18192021222324 222324252627 8
/27 28 28 30 #25262728293031 #2030
July 2015 August 2015 September 2015
MTWTFSS MTWTFSS MTWTFSS
B 12345 5 12 % 123456
Jl S = 6789101112 = 3456789 ¥ 78 910111213
213141516 171819 =10 111213141516 314151617 18 19 20
Leave Balance ©(2021222324252 M17181920212223 32122 23 24 25 26 27
P e——— . = ==E (27 28 29 30 31 :it:zszsznsnau |28 29 30
b‘”‘ { 1&00[ O.MI l'ml L October 2015 November 2015 December 2015
e ‘ 22.00] 0.00] 000 2200 MTWTFSS MTWTFSS MTWTEFSS
ol 1234 + 1% 123456
/567891011 42345678 =78 910111213
1213141516 1718 + 910111213 1415 = 141516 17 18 19 20
419202122232425 |16 17 18 1920 2122 53|21 22 23 24 25 26 27
262728293031  #23242526272829 =28293031 1 2 3
2 |30 1456 789W

[¥] Prompt dialog when exceed leave entitle limit || Rest Day

[#] Public Holiday

4) Click the “+” button. A row will appear in the display box where you can select the date,
type of leave and the number of days as that your employee applied. Click “Save” once
the application is done.
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5) If your employee applies for half day leave or leave calculated in hours, select “Day As
Time” column. 1 working day has 8 working hours.

£ Date . Leave.. Description Day Day As Time
blleOﬁ!Z...lN. Annual Leave 1.04 08:00

1 1.00  08:00

6) Select the duration of the leave; e.g. 3 hours. The system will automatically calculate the
number of day as 0.38 day.

£ Date £ Leave... Desciption Day Day As Time
I|15/06/2... AL Annual Leave 0.38 03:00

1 1.00 08:00




Leave Entitlement Processor

Enables you to process the annual leave entitlement for each employee based on the leave

group.

1) Leave entitlement process can be done once a year. Select “Leave” and click “Leave Enti-
tlement Processor”.

2)

 File Edit View HumanResource Payroll [JES0Y Inquiry Tools Window Help
Leave Application...

Leave Entitlement Processor...

- | Maintain Calendar...
Maintain Leave Type...
Maintain Leave Group...

Print Leave Application Report...

Print Attendance Report...
Print Leave Balance Report...

Print Yearly Leave Report...

Maintain Employee New Payroll

Past Payroll

Select the Transaction Posting Year; e.g. 2015. Click “Process”
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3) You will see a table showing the number of leaves that each and every employee is
entitled to in the year 2015.

= e

—

| CalalateEntitement | CearEntitement

E Code Name AL MC Mal BF

» /001 LEE CHONG WAI 16 2 0 0

002 KOO KIAN KEAT 16 22 0 0

003 NICOLE 1 2 0 0

004 WONG CHUN HAN 16 22 0 0

005 YAP KIM HOCK 1 2 0 0
Count =5

4) You can edit the number of days. Click “Save” when the changes are done.

Foleor

Calaiate Entilement | Clear Entitement

x>

Code Name 4 M( M3

i

LEE CHONG WAL 0 5
002 KOO KIAN KEAT 16 22 0 5
003 NICOLE 16 18 60 5
004 WONG CHUN HAN 16 22 0 5
005 YAP KIM HOCK 16 20 0 5

Count =5




Leave Reports

1) Print Leave Application Report
- Enables to generate detail leaves taken by each employee for a year.

2) Print Attendance Report
- Enables to generate the attendance performance in %.

3) Print Leave Balance Report
- Analyze the number of days taken for annual leaves, medical leaves, etc.

4) Print Yearly Leave Report
- Generates 12 month total leaves taken for a leave type e.g. annual leave,

unpaid leave, medical leave, etc.
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Settings

1.

6.

How to Perform Leave Brought Forward?
How to set company annual leave brought forward to next year.

Where to key-in PCB Receipt?
After submitting the PCB, where do we key-in the PCB receipt details in the
system?

How to key-in opening balance for employee?
If an employee joins in the middle of the year, and to calculate the correct PCB
figure, you need to key-in the opening balance for employee.

Where to print out Increment Letter?
SQL have a built-in increment letter, you can print out directly for each
employee.

How to import from Excel?
If you have a lot of employees and you don’t want to key in one by one, you can

choose to import from Excel as long as you follow our template.

SQL View.

- If you have different users who login at the same time and wish to block certain
users from viewing e.g. department employees’ details, you can block them from
viewing.

How to give Bonus in SQL Payroll?

Different companies have different ways to process Bonus e.g. some will pay
bonus in the middle of the month then only process salary or some will combine
the bonus then process together with month end.

How to customize EA form?
Certain information like tax benefit may not appear in the EA form e.g. car
details. You can customize the EA form to insert the information.

Where to key-in tax benefit info?

Some of the employee you might need to update the tax benefit value to display
at EA form.
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Leave Brought Forward

HOW TO KEY IN LEAVE BROUGHT FORWARD

1) Make sure Leave Type brought forward (BF) is ticked.

1.1 Click
Leave then
Maintain
Leave type

ﬁ File Edit View Human Resource Payroll BEE%H Inquiry Tools Window Help

Leave Application...

Leave Entitlement Processor...

@ Maintain Calendar...

Maintain Leave Type...

Maintain Leave Group...

Maint

Print Leave Application Report...
Print Attendance Report...

Print Leave Balance Report...

Print Yearly Leave Report...

Pest Payrol
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Code |AL |

Description |Annua| Leave

Caption |AL |

IsEnttle [ |IsUnpaid M+]B.Forward

e | .

[] Active This is default record

1.2 Click
Edit and
tick
B.Forward

Leave Application...

Leave Entitlement Processor...

2.1 Click Leave
then Maintain
Leave Group

tﬂ Maintain Calendar...
Maintain Leave Type...

Maintain Leave Group...

Print Leave Application Report...
Print Attendance Report...

Print Leave Balance Report...

Print Yearly Leave Report...

New ayroll

Fast Sayroll
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2
2
g
=
0
E

Code |—

Description |Defau|t Leave Group ‘

Lluld

| Active This is default record Delete |
ﬂ = Save
£ Leave Type Entitle Amount —
B laL Annual Leave Entittement Policy Leave Caloulate Amount —
MC Medical Leave Entilement Palicy
1L Leave Calculate Amount

s | Preview
Refresh

2.2 Press Edit
then put BF N

Browse

calculation in
BF column

3) Key in leave entitlement (may refer to leave settings guide)

Inquiry Tools Window Help

Leave Application...

Leave Entitlement Processor...

|| Maintain Calendar...

Maintain Leave Type...

3.1 Click Leave
then Leave
Entitlement
Processor

Maintain Leave Group...

Print Leave Application Report...
Print Attendance Report...

Print Leave Balance Report...

Print Yearly Leave Report... New 2ayroll

Fast Sayroll
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Open Leave
Mew Leave Application Current Leave
Leave Inguiry
2 applications
4.1 Double Year: 2014 Year: 2016
click Year 10 applications 0 application
2015 for leave
application
-
Count =5

4)Apply leave for employees (may refer to leave settings for more details.)
-Leave/Leave Application/Double click Current Leave
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i ﬁ

2015 Leave

001

Code Mame ool
ool LEE CHOMG WAI
ooz KOO KIAM KEAT
a3 MICOLE
B 004 WOMNG CHUMN HAM
a5 YAP KIM HOCK

LEE CHONG WAI

Sle H & oS [

. o E Date & Legve Type Description Day
4.3 Click “+” button [10jos/2015 |aL Annual Leave 1.00
to add leave and |17/07/2015 |AL Annual Leave 1.00
filling the leave
type.
v
2 2.00
Leave Balance
£ Leave Type Entitle EF Taken Balance
M AL 16.00 0.00 2.00 14,00
M 22,00 Q.00 Q.00 22,00
[ 2015 Leave ===
E Code Mame Welcome | n
|+ BoT [LEE CHONG WAI
o0 KOO KIAN KEAT 2015 Leay —,é!
003 MICOLE sl
004 WOMNG CHUM HAN
005 YAP KIM HOCK

4.2 Double click
the employee.
Eg: Lee Chong
Wei

Print Leave Application Report |

Print Attendance Report

| Print Leave Balance Report |

Print Yearly Leave Report
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Preview Leave Balance Report-Leave/Print Leave Balance Report

i

B Leave Balance Report
. L]

Year: |2015 =

Leave Type: [l |

Eranch: [l |

Department: [l |

Group: ] | W “Il Task ] | W El
5.1 Choose

— 1

the employee
and apply

Leave Balance Report | g

[= ] E ]

Sort By @

Employee
Employee Mame
Branch
Department
HR.Group
Project

Job

Task

oty
=

Preview |v

Leave Balance 2015

£ Employee Infao Annual Leave Medical Leave
£ Mame ISA... Entitle BFDays Taken Balance Entitle BFDays Taken Balance Entitle
pLEEC...| 16,00/ 0.00/ 2.00 14.00 22,00 0.00 0.00) 22,00 0.0
The leave balance
is 14 days.
Count = 16.00 0.00 2.00 14.00 22.00 0.00 0.00 22.00 0.0
£ >
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6) Open Leave Entitlement for 2016(Repeat step 2)

i

i Leave Entitlement - 2016
ey
| Calculate Entilement | | Clear Entilement |
= Code Mame AL MC
»|001 LEE CHONG WAI 16 2
002 KOO KIAN KEAT 16 2
003 NICOLE 16 22
004 WONG CHUN HAN 16 2
005 YAP KIM HOCK 16 22
In 2016, BF leave
of Lee Chong Wei
is 14 days.
Count =15
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Where to key in PCB Receipt
l.e. PCB & CP38 Receipt Number & Date

For an example with this Month (June) with PCB amount of RM1444.90.

Process : Month End (06.2015)

Employee  : All

Department : All

Branch CAl

Group : :: 26/06/2015 09:37:58

Project 2

Job <Al AN

Task S Al Payroll Summary

Pay Type CAll

GroupBy : Employee

Testing Company () Page 1 of 1

Employee Name Default Wages Meal Handphone Petrol  Gross Pay EPF SOCSO JPCB Normal PCB Gross
Additional Deduct

LEE CHONG WAI 12,000.00 80.00 150.00 300.00 12,530.00 -1,386.00 -14.75 -2,282.05

KOO KIAN KEAT 9,000.00 120.00 9,120.00 -1,012.00 -14.75 -1,353.05

NICOLE 8,000.00 80.00 150.00 8,230.00 -913.00 -14.75 -1,165.05

WONG CHUN HAN 5,000.00 80.00 150.00 500.00 5,730.00 -638.00 -14.75 -652.75

YAP KIM HOCK 5,000.00 150.00 300.00 300.00 5,750.00 -638.00 -14.75 -652.75

Grand Total 39,000.00 510.00 750.00 1,100.00 41,360.00 -4,587.00 -73.75 - -6,105.65

Right click on the particular Month End process and click PCB Receipt...

Open Payroll

Jun 2015 Payroll

HALF MONTH PAYROLL

; (06.2015)
~* Jun 2015
15/06/2015
h 01/06/2015 to 15/06/2015

HALF

Past Payrell from 2014 - 2015

¢ Year: 2014
1 payroll

Month End (06.2015)
a Jun 2015
30/06/2015
2 01/06/20 Open Payroll...
Open
Print Payslip...
, Print Payroll Summary...
{ Year: 20 Print Payment Summary...
2 payroll
Print EPF Borang A...
Print SOCSO Borang 8A...
Print Income Tax CP39...
C  PCBReceipt )
( eceipt...
Delete
Refresh

w Payroll
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The following screen will be displayed

8§ PCB Receipt - 2015

S H® el a

CsiE=]

@& oer

i Month Receipt Date Receipt No.

January

Amount

Receipt Date

Receipt No. Amount

CP38

February

March

April 1

May

1| June 30/06/2015 123123123

July

August

September

October

November

December

| Cont=12

| 1,257.50

1 ~ Enter the Receipt Date.
2 ~ Enter the Receipt No.
3 ~ Click calculate amount to show the total amount of PCB u paid that month.

[

Calculate Amount |

Month Receipt Date
January

PCB
Receipt No.

Amount

CP38
Receipt Date Receipt No. Amount

February

March

April

May

June 30/06/2015

123123123

1,444.90

Iy

August

September

October

November

December

The TOTAL PCB Normal amount of the employees will show RM 1444.90.
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Next, go to Payroll > Government Reports = Print Income Tax PCB 2(II)...

Tax PCB 2(T)
Year: 2015 =
Branch: (] v E] Project: = v E]
Department: | v E] Job: ) v E]
Group: 1 v E] Task: 1 v [Z]
Employee: ) - E] Printing Date:  30/06/2015 -

[ Tax Pce 20 | TaxPCe 2(1) |

2 NAME PCB P38 PCB P38 PCB P38 PCB P38 PCB P33 PCB P38 PCB P33
»|LEE CHONG WAI | 2 2 2 2 2 2 | ssi3| 2 2
KOO KIAN KEAT - -| - - - - i -
' [nicoLe | | | | - - B | 237.3] | -
|woNG cHUN Han | | | | - - - - - e - -
YAP KIM HOCK - - - - - - - - - - - -
- - - - - - - - | 14490 - -

< | n >

Preview the employees Tax PCB 2(ll). The following result will show in the report.

Tuan,

Potongan Cukai Yang Dibuat Dalam Tahun 2015

Nama Pekerja LEE CHONG WAI
No.Kad Pengenalan 881212014321

No. Fail Cukai Pendapatan

No. Pekerja 001

No. Rujukan Fail Majikan (E )

Dengan homatnya saya merujuk kepada perkara di atas.

2. Potongan-potongan yang telah dibuat bagi peketja di atas dalam tahun semasa adalah seperti berikut:

Tuan,

Potongan Cukai Yang Dibuat Dalam Tahun 2015

Nama Pekerja KOO KIANKEAT
No.Kad Pengenalan 900101101001

No. Fail Cukai Pendapatan
No. Pekerja
No. Rujukan Fail Majikan (E)

Dengan homatnya saya merujuk kepada perkara di atas.

2. Potongan-potongan yang telah dibuat bagi pekerja di atas dalam tahun semasa adalah seperti berikut:

Tuan,

Potongan Cukai Yang Dibuat Dalam Tahun

Nama Pekesja

2015

NICOLE

No.Kad Pengenalan
No. Fail Cukai Pendapatan
Pekerja 003
No. Rujukan Fail Majikan (E)

920831105000

Dengan homatnya saya merujuk kepada perkara di atas

2. Potong igan yang telah dibuat i atas dalam tahun semasa adalah seperti berikut:
No. Resit/ No. Slip Bank/No. Tarikh Resit/Tarikh
Bulan Amaun (RM) Transaksi Transaksi
PCB cpasg PCB cpas PCB cpas
Tanuari 0.0 0.00]
Februari 0.00) 0.00]
Mac 0.00) 0.00)
Apsl 0.00) 0.00)
Mei 0.00) 0.00)
un 237.30) 0.00 123123123 30062015}
Tulai 0.00) 0.00)
Ogos 0.00) 0.00)
September 0.00) 0.00)
Oktober 0.0 0.00)
November 0.00) 0.00)
Sember v v
Jumlah :37.;% o.(% I
—

No. Resit/ No. Slip Bank/No. Tarikh Resit/Tarikh No. Resit/ No. Slip Bank/No. Tarikh Resit/Tarikh
Bulan Amaun (RM) Transaksi Transaksi Bulan Amaun (RM) Transaksi Transaksi
PCB CP38 PCB CP38 PCB CP 38 CP38 PCB CP 38 PCB CP 38
— 0.00 0.00 Tarad 0.00) 0.00
Febraan 0.00 0.00 o 0.00 0.00)
Mac 0.00 0.00 Mac 0.00 0.00)
April 0.00] 0.00 0.00) 0.00)
Do =
Jun 881.30) 0.00) 123123123 300062005 § 32630 0.00 123123123 30062015] [
500 700 = =
Ogos : ! Ogos 0.00 0.00)
September 0.00 0100 b 0.00 0.00
0.00 0.00 = - -
Oktober Oktober 0.00 0.00)
November 0.00 0.00 =
g November 0.00) 0.00)
Disaiber 0.00 0.00 : w0 T
Jumlah 38130 0.00 Disenbes - -
Jumlah 32630 0.00
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Opening Balance for Employee

Maintain employee’s opening balance is required to be keyed in when the respective employee joins

the company in a month later than January.

The previous PCB amount is needed to be keyed in so that the system can correctly calculate the

PCB amount that is required to be paid every month.

Step 1: Select Open Payroll.

SWIL P IUIN CHLSTHI IS CUIL

\m Sfc?cﬁ)s 1‘L;af'indow Help

4 Open Pending Payroll..

Maintenance

Print Pay Slip...

Print Payroll Summary... Step 1.2

Print Payroll Summary (Work Unit)...

Print Coinage Report...
Print Cheque Listing Report... New Payroll
Print Credit Bank Report...

Print Contribution Info...

e

Government Reports 4 -
3 Print Yearly Payroll Report... L\ = L
Hz, Print Yearly Individual Report... ‘|! .

Print Outstanding Pending Payrall Listing...

Past Payroll

Step 2: Double click the year in open payroll

£ Open Payroll =n E=h )

‘|

Jul 2015 Payroll ‘

"~ Month End (07.2015)
Jul 2015
31/07/2015
01/07/2015 to 31,07/2015

Past Payroll from 2015 - 2015

a ;Epaar;rzotﬂls Double click the year

Mew Payroll

Step 3: Double click the tab ‘Opening’
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o
2015

Cpening
January
February
llarch
April

May

June

July
August
September
October
November

December

- ]unm 3

Payroll 2015

(=] B =

IOpening_||

0 transactions

ti),

I Double click the transaction under "Opening’ I

[¥") Menth End (06.2015)
: Jun 2015
@ 30062015
01/06/2015 to 30/06/2015

May 2015

‘F\’} Month End (05.2015)

May 2015
@ 31/05/2015
01/05/2015 to 31/05/2015

Step 4: Select the employee by double clicking on the name

3
2015

Cpening
January
February
llarch
April

May

June

July
August
September
October
November

December

Payraoll 2015

[ o =]

E/ich,

0 transactions

l Double click the transaction under "‘Opening’ I

1un E‘IS

() Menth End (06.2015)

Jun 2015
@ 30/06/2015
01/06/2015 to 30/06/2015

May 2015

(1" Month End (05.2015)

May 2015
@ 31/05/2015
01/05/2015 to 31/05/2015
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GENHERAL
Mormal Remuneration

Mormal EPF

Additional Remuneration
Additional EPF Can enter the amount according to EA form.
Zokat

Mormal PCE

Step 5: Key in all the employees’ opening balance information

YTD AMOUNT

TAX EXEMPTED ALLOWAILCE
Petral (Duties)

Parking

Meal

Child Care

Phone

Phone Bills

Award

Loan Interest

TAX RELIEF ITEMS
Parent Medical

Basic Support Equipment
Education Fee

Book Purchase

Sports Equipment

Wife Alimony

Life Insurance

Arnuity

|Education & Medical Insurance

Loan Interest

Employee themselves need to
know if they have any of these in
their previous employment

|Medical Expense For Difficult To Cure Disease (SelffHusband \vife/Child)
Full Medical Examination (SelfHusband /wWife/Child)

Purchase Of Personal Computer For Individuals

Met Fund In Matienal Higher Education Fund Corporation
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Mapping of SQL ‘opening’ to EA form

GENERAL

Normal Remuneration

Normal EPF

[Adcﬁtiona[ Remuneration ]

Additional EPF

Normal PCB
Additional PCB

TAX EXEMPTED ALLOWARNCE

Petrol (Duties)
Parking

Meal

Child Care
Phone

FPhone Bills
Award

Loan Interest |

m=m EMPLOYMENT INCOME, BEHEFITS AN EA form ION (Excluding Tax Exempt
=1 AlowancesiPerquisitesiGitsiBenedts)

(1) " Gross salary,wages or [eave pay (including avetime pay)

(3)  Fees (incudng drector fees), commissions or bonuses
Gross tips, perquisites, awardskewards or other allowances (Detals of payment )

RM

Income tax bome by the employer in respect of his employee
2 Vaue of benefits-in-kind:
(a) Motorcars (Aclual date provided___ )
(Type Year ) Hodel )
(b} Blectricty, water, lelephone and othar benefis
{c} Value of househald benefils : {*Ddlete whichever is not relavant)
(I} SemiHurnishedwith fumilure*ai-conditioners*cuttain™carpets= or
(i} Fullyfumished with kitchen equipment, crockery, ulensils and appliance, or
(iii) Separae Eems: Furniture and fitings
Kitchen equipment
Enledanmentand recrealion
(d) Household senvantand gardener
{e) Benefil ofleave passage fortravel
{0 Others (for example food and garments)
3.Value of lning accommodation provided (Address
4 Refindfrom unzpptovedPension/Provident Fund, Scheme orSodely T
5.Compensation for less of employment

PENSIONS AND OTHERS
1, Pensions
2 Annuies or oher Perindieal Payments I
TOTAL 1
Z TOTAL DEDUCTICGH

(5) |1 |currentYears Monhiy TaxDeductons (4T0) remitied to LHONM | o
CP 38 Deductions
(4

(1} ilai Kereta dan pelrol
(i) Milzi Pemmandu

[IEH] CONTRIBUTIONS TO APPROVED PENSION(PROVIDENT FUND, SCHEME OR SOCIETY
Name of PrOMdentFund KWEP | L ettt ee e e e e e n e
Amountof cantibution (state the employee's share of contibuion only)RI 132500 | _

[ PARTICULARS OF PAYMENT IN ARREAR S AND OTHER PAYMENTS IN RESPECT OF PRECEDING YEARS (PRIOR TO CURREN]

R}
Year of which Paid Type of Income Total Payment RI) EPF Conlribution (RM)  Monhly Ta Deductions (MTD)

Special note for additional EPF and additional PCB
-Additional EPF and additional PCB are used when additional remuneration (bonus, commission,

paid leave) is given.

-In the EA form, normal EPF and additional EPF is group into one.
-However, SQL recommend users to split the amount for a more detail input.

For understanding purpose

i Month End (07.2015) [Period: 07 / 2015] [= ==
£ Code Name W n
00001 ALT ) p i :
w (00002 CHONG : H @ ‘ - Usually categorized under normal J
00003 LEENA — ot . :
cHoNG
Wage: Mowsnce: | | feductos [ | MonthEnd (07.2015)
— * o/ —
Normal EPF = RM100,000 * 11% = Overtime: 1,000.00| [FF: 12,710.00 Employer EFF: 13,320.00
RM11,000 Commisson: | 0.00] Jocso: Employer 50CS0: 51.65
Claims:
|:| Usnally categorised under additional
OoT: Paid Leave: l:l _
Normal EPF = RM 1,000 *11% = Director Fees: I:I P33: I:I Computerized Calculation
RM110 Borus: 10,000.00 | Mnpaid Leave: |:| PCE: Print PCB 24,566,70 C1

Thus, Normal EPF = RM11,110

3

Process Missing Employee

Gross Pay: 111,000.00 Gross Deduct: 36,791.45 Gross Net Pay: 74,208.55 (Adjustme
Net Pay: 74,208.55

Bonus: 0
Employee EPF | Employee PCB

Add. EPF = RM10,000 * 11% = Employee EPF | Employee PCE

RM1.100 [EPF Mormal: | 11,110.00|

’

{[ePr additional: | 1,100.00] [’CB Mormal: 21,816.66

- Gross Zakat: e

Advance Paid: Eﬁ\dvance Deduct:
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Increment Letter
Print Appointment/Confirmation/Increment letter

Step 1: Select Human Resources. Click Maintain Employee.

- 5C
e

man Resource Payroll Leave Inguiry Tools Wi

' File Edit View BslpELNGEEC=N Payroll Leave

{iF’="] Maintain Employee...

aintain Branch...

Step 1.1:

'] Maintain Department...
Click Human

% Maintain Group..
ﬂ Maintain Category...

Maintain Project...

Maintain Job...

T e Maintain Employee

Maintain Race...

Maintain History Type..

OR click here

m=lm|
Code MName Active
#:00001 |

00002 CHONG -

-Edlt
00003 LEENA | i
I Daouble Click the employee l H
o [
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Step 3: Click Preview reports

el
Lé | - (= 2 Click here to preview reports

& Employee ==
Code: Job Title: |DIRECTOR | [ Actve

Mame: |ALI | Edit

Delete

| Personal I Grouping | Family | Payroll Info. | Allowance | Deduction | Mote | History | Child | ntlachmentsl

Sawve

lj] Li _ Cance|

£ PostDate Type Description

» [13/06/2015 — Entitled to PARKING with rate 50.00 More |v
13/06/2015 -— Entitled to NEWSPAPER. with rate 30.00
13/06/2015 — Entitled to HOUSE with rate 1,000.00
13/08/2015  |— Entitied to PETROL with rate 200.00 -
13062015 —— Entitled to PHONE with rate 100.00
13/06/2015 - Revise Wages from - to 5,000,00
13/06/2015 — Revize WagesType from — to SENIOR.
13/06/2015 - Revise MaritalStatus from 5 to M i

OR. click here to preview

select Report

R.Employee. Appointment.Report
HR..Employee, Confirmation. Report
HR..Employee, Increment.Report
HR..Employee. Report
PCE. TP L.R.eport
PCE. TP2.Report
PCE. TP3.Report

Select the report you want

[w] Select Al | Ok | | Cancel




This is the example of the appointment letter

Prrvss & Comasntar.

L EMPLOYMENT
our aoiton IsDIRSCIOR Incur compemrywih efectom L3 Jun 201Suponihe e
e Compari reenaz ame.

2 suamr

our aneus

Vour zalary wages wil

3. PROBATION PERIOD

pedoz mc hemtore 2 Enfrmes emdioies.

DUTIES.
Youunr empiomet

5. BONUS FROGRAM

Souit Comomny 2
Lo patmne.

CONFIDENTIAL TRFORMATION.
ouul ot e o
e T

ar 1 2o

CONFLICT OF INTEREST

You i
engzge

sar
of s company.

Increment Letter Note:

e oo o,
3. WORKING HOURS.

17 o= B

Mianday - Friday: 9,00 am $2.5.00 om {1 hour lunch break)
‘Saturday: 300 2m ta 100 pm

ANNUAL LEAVE

Vo il 22 entiestn ol leme 2 Echeon

ears of szrvice
Emran it EE
7 yenrs butiem Ban 5 yeas Do
5 e 2nc shoe Frr=s

LEAVE
Vol be 2ofiSed D Seydctienie 23 dximd below:

Years of service Mo, of davs
Lemranimas B
2jearsbutiemten S eers B
Sarzansazom Zenz

ooy
Gormr st s o cxe o emagaCy.

lencer year, o

o, e o
of 1z 0. of s 3ok et non FoE e,
12 PUBLIC HOLIDAY

Vour refrement e Felibe sl rmrIcf e
15, NON-COMPETITION & NON-SOLICTTATION

s
Py

) egage o semiar

o=
weamar drazy o)
| commercel o prosssowl ade i reat

" -
0 5 Dusess; o7

(pyeimer fm,
o

ertor o eceror maE
=

17. STAFF REGULATION

=
racirect ozae.

o ey

Yous ey,
<etim Compz

R O THENAGER,

1 s
Fecersl Gaerment incer e HolceyAR 1951 B cher cayicays Wil Be s.oste indlingead.
13 MEDEAL BENEFITS.
o

et = pes it e
[ muEon pren

14 NOTICEOF

@10, o el
ot

o 1
Fiokoe Farian wel Bt CNE (1] Mamor Sar I e YOS W SREral Fom De Camary.

= e
cufts o regimsons o e e s
e

rhte izmes Fuaring of Sis Informaton [snotapomerise.

For increment letter, make sure increment is set in history for the details to be shown in report.

|

£

Employee

Code: (00001 - hb-ﬁue:iﬂ 1) Select History

=

Meaw

|-¢u:ti1re

Mame: |A1_[|

Edit -

[Persmal !G‘mupi'lg |Famh' ]Payrd] Info. IAﬂn-rranct Deduction [ Naote I Child | Attachments

[ [—

Delate

| @ Code

Code: (00001
MName: |ALL

! Personal | Grouping
' =

£ PostDate
13/08/2015
13/08/2015
13/08/2015
13/05/2015
13/05/2015

Increment

Description

— Default History Type

3) Select this

13/06/2015

Preview
Browse

13/08/2015
13/08/2015
B4 15/06/2015

Fetch All  A--

A=a

| Revise Wages from 5,000.00 to 7,000.00

2) Click the drop down arrow

New
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Import from Excel
In order to |mport Excel overtime format into SQL Payroll, do a table as shown in Microsoft Excel.

Home Insert Page Layout Formulas
3 ;. Calibri - A4 = E%l@/* EWrapText General - ﬁ @ E- ? @
Paste ¥ BJU-|[H~- & A E=Z| E .Merge&[enterv @ T E‘::rr:niﬂ?nngai asF:%;rgla:Y st;ﬂlv Insvert Delvete Forvrnat
Clipboard 1 Font [P Alignment [P MNumber [ Styles Cells
AL i f | Date
A | 8 | ¢ | b E | F | 6 | n [ 0 | 0| x| L [ m]
1 |Date Employee at Unit
2 15/06/2015 001 DR10 2
3 15/06/2015 002 DR15 )
4] 15/06/2015 003 HW15 g
= 15/06/2015 H 1.7
; A\
7|
8
i
10
1n|
12

B File

Edit Wiew Humalj Resource P' roll Leave [nquiry Tools Window HE|p\

HO

=

H@\ \wg

r >
@ eoaty
Save

€ TranagWate " Post Date ployee ti Description Work Unit As Time \'k Unit  RATE
15/06/2015 |15/06/2015 0u1 HW 1 Working Day 02:30 250/  1.50
15/08/2015 |15/06/2015 o0z HW 15 \Working Day 03:00 3.00 1,50
15/08/2015 |15/06/2015 003 HW15 Working Day 01:45 1.75 1,50
15/06/2015 |15/06,/2015 004 HW 15 Warking Day 02:00 200 1.50

»i15/06/2015 { 15/06/2015 005 HW15 Working Day 01:30 1.50 1.50

Date = Trans Date

Employee = Code of Employee

OT = Code of Overtime that created in Maintain Overtime

Unit = Work Unit (count 2.50 = 150 minutes/2 and a half hours)
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After creating the table, go to File,
M IMOT.xlsx - Microsoft Excel Starter

Home Insert Page Layout Farmulas
=
%]I 3P | =) Wrap Text General 5 ﬁ l:!

Calibri

=

Pa'ste ¥ B I = = = Merge & Center = | E8~ 95y | 58 ;08 E:[’:'dﬁﬁ:’n”ga'_ af‘}:';f:_ St;r:l‘:l
Clipboard 1= Alignment F} Mumber ] Styles
Al
4 A | D E F | 6 | H I ) K
1 Date Employee oT Unit
2 15/06/2015 001 DR10 2
3 15/06/2015 002 DR15 2.5
4 15/06/2015 003 HW15 3
= 15/06/2015 004 HW20 175
B |
7
B
9
an

Click on Save As,
R

Home Insert Page Layout Formulas

Information about IMOT

ChUsers\User\OneDrivel DocumentshIMOT xlsx

What is Excel Starter 20102 : o=
w Microsoft Excel Starter 2010 is a spreadsheet program designed for creating and — S
analyzing information in lists, tables, and charts.
Purchase This preduct does not support advanced functionality such as PivotTables, Properties =
Recent N keeping track of changes, and password protection. Size 9.61KB
For information about Microsoft Office products that do support Title Add a title
Mew programmable content, click "Purchase”. Tags Add a tag
Categories Add a category
Print
Prepare for Sharing Related Dates
Save & Send @ Befare sharing this file, be aware that it contains: Last Modified Today, 09:26
s Document properties, printer path and author's name o
eck for . S - Created Today, 09:14
Hel T— Content that people with disabilities find difficult to read reate ——
P  —— Last Printed
l"j e Related People
B Exit Versions Author User
@ ‘rl) There are no previous versions of this file. Add an author
Manage Last Modified By User
Versions =

Related Documents
Ju Open File Location
Show All Properties
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Make sure to select the CSV file
type,

Microsoft Excel Starter

@ * 1 & » ThisPC » Downloads w & Search Downloads 0

L W 5
. - = =
Organize « Mew folder 53] =
. <8 ;08 | Conditional Format  Cell Insert Dele
m Desktop ~ Mame Date modified Type Formatting ~ as Table = Styles = = -
E-__.-l Documents IF} Styles Cell
& Downloads Mo items match your search.
U Music [ v [ [ o ]
Pict: A
£l Pictures Key in the
B Videos il
a 0s (C3) Ile name
ca App Virt (Q:)
€l Network i =
File name: | import payroll overtime w
Save as type: | Excel Workbook (*.xlsx)
.| Excel Workbook (*.xlsx)
Authors: Excel Macro-Enabled Workbook (*.xlsm)
Excel Binary Workbook (*xlsh)
Excel 97-2003 Workbook (*.xls)
Single File Web Page (*.mht:*.mhtml)
Web Page (*.htrm;*.html)
'~ Hide Folders Excel Template (*.xltd
Excel Macro-Enabled Template (*.xltm)
16 Excel 97-2003 Template (*.xlt)
b Text (Tab delimited) (*.txt)
17| Unicode Text (*.bxt)
18 KMIL Spreadsheet 2003 (*xml)
? Ediccor off = 0o Wl o
e CSV (Comma delimited) (*.csv)
20| e TR SR e T e
21 Text (Macintosh) (*.bxt)
22 Text (MS5-DOS) (")
— CSV (Macintosh] (*.cswv)
23 | CSY (MS-DOS) (*.c5v)
24 DIF (Data Interchange Format) (*.dif)
25 SYLK (Symbelic Link) (*.slk)
PDF (*.pdf}
4 4 » M| Sheetl |XPS Document (*xps) [T«
Ready | OpenDocument Spreadsheet (".ods) Average: 21086.156
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T . <« OneDrive » Documents ') Search Documents

Organize Mew folder

jm Desktop 2 Mame Date medified Type
| Documents

g Downloads
W Music

= Pictures

B Videos

i 0S(C)

= fpp Virt ()

ﬁl importOT.csv 16/06,/2015 09:34 SV File

€ Metwork 2

File name: | IMOT.cov

Sawve as type: | CSV (Comma delimited) (*.csv)

Authors:  User Tags: Addatag

(= Hide Folders

: File Edit View Human Resource JEEITEIN Leave Inquiry Tools Window Help

4, New Payroll...

1 » Open Payroll...

pen Pending Payroll...

Maintenance

j_ Print Pay Slip...

j— Print Payroll Summary...
]_‘ Print Payroll Summary (Work Unit)...
j—' Print Coinage Report...

j_ Print Cheque Listing Report...

7 Print Credit Bank Report... NewBav ol Bevellaysin
J_‘ Print Contribution Info...

Government Reports »

;: Print Yearly Payroll Report...
E Print Yearly Individual Report...

Print Outstanding Pending Payroll Listing...

Past Payroll Payroll Summary SOCSO

4

MALAYSIA
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Double click Overtime,

;ﬂfile Edit View Human Resource Payroll Leave Inquiry Tools Window Help [=1=][*
| 2BEHOIASS-
Pending Payroll - Jun 2015

Pending 2015 Without Transactions

T, Wages @ Allowance A, Tax Deduction @ Overtime @ Deduction
/ / ) /

v, Advance Paid @ Claims i Loan @ CP33 . Advance Deduct
/ / ) 4

", Bonus @ Paid Leave ., Director Fees @ Unpaid Leave O\, Tax Benefit
/ / ) /

. Commission

Pending Navigator

o By By B
o B B
o B

Show All Pending Payroll

Click on the Import Data
icon,

w Eile Edit View Human Resource Payroll Leave [nquiry Tools Window Help

: P e | o

| ‘ Eﬂ _J @ Il | . ‘ = @
' - [ -
B 3 B - Q| S |

£ Trans Date Post Date Employee Code Description Work Unit Work Unit Rate

<Mo data to display =
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Click the ... (3 dots button) to select your Data Source,

ﬁfile Edit Miew Human Resource Payroll Leave |nquiry Tools Window Help

| ok UG &E-&
& & U [S® Y

£ Trans Date Post Date Employes Code O REE

Data From: |

(@) New setting. ..

e E—

(") Load From File... |

<Mo data to

Manage Setting Finish

* 4 . <« Desktop » Import Payroll Overtime Search Import Payroll Overtime 0O

Organize * Mew folder == - m (7]

"1':-";' Favorites ~ Mame Date modified Type

Bl Desktop | | importOT.csv 16/06/2015 09:34 C5V File
 Downloads
“Zl Recent places

& OneDrive

% Homegroup

1M This PC
i Desktop
| Documents
& Downloads
ﬁ‘h Engineer (yee-pc
W Music W €

File name: | importOT.csv v | | CSVfiles (“.csv)

| Open
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P

ﬁEi\e Edit View Human Resource Payroll Leave Inquiry Tools Window Help

B

Trans [NGHH

| | (e L S|&-6

Eheeeer™

L

Data From: I C:\Wsers\User\Desktop\Import Payroll OvertimejmportOT. csv

®) New setting... N Step 1: Select your data source

S

(_)Load From File... |

| [=]

Step 2: Choose New Setting

Step 3: Click Next

Manage Setting

Finish

Rate

Description | <<Mew=>=

Import

l From row

Separator Options

Step 4: Select as row 1

() Tab (®) Comma

() Semicolon (") Space

(T Other l:l

Trans Date

Post Date

Step 5: Select comma

Text delimiter m

Date

15/06/2015

15/06/2015

15/06/2015

15/06/2015

Manage Setting

MALAYSIA
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Description

|<<New>:=

Import

| | Trans Date

Post Date

From row

Separator Options

()Tab

() Semicolon

(®) Comma

(") Space

() Other I:I

Text delimiter Ijl

PROJECT

J0B

TASK

CODE

DESCRIFTION
WORKUNIT

UNITTYPE

RATE

PAYRATE W

Make sure you select all the fields for the date, employee, code & work unit.

Payroll Fayslip

Payroll Summary

Description

|<<New>>

Import

Trans Date

Post Date

Separator Options

()Tab

(") Semicolon

Fields

(®) Comma

() Space

() Other I:I

Text delimiter

£ TRANSD...

EMPLOYEE

Date Employee |OT Unit
15/06/2015 |001 HW15 2
15/06/2015 |002 HW20 5
15/06/2015 |003 HW30 4
15/06/2015 |004 HW15 2.5

Payroll Payslip

Payroll summary

Manage Setting

Cancel || Back

Mext
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Description | < <Mewsx>

Import

£ :
£ Trans Date Post Date Make sure change to row 2

Separator Options

() Tab (®) Comma

() Semicolon (_) Space (O other l:l Text delimiter lzl

Payroll Payslip

£ TRANSD... CODE
Date aT

15/08/2015 HW15
15/06/2015 HW20 2ayroll Summary
15/06/2015 HW30
15/06/2015 HW 15

Manage Setting

il Import Wizard
Pending
Description |<4New>>
bed & | roeon
I— L=
: Post Date From row _ Import row 2
! Importrow 3
20/06/2015
| 20/06/2015 Separator Options Import row 4
i |20/06/2015 Import row 5
. 4 row(s) imported
']M OTab ® Comma Elapsed time:  0.1100 seconds
i |20/06/2015
20/06/2005 | () Semicolon (") Space
Fields
£ TRANSD... EMPLOYEE CODE
15/06/2015 001 HW 15
15/08/2015 |00z Huv20
15/08/2015 |o03 H30
15/06/2015 004 HW 15
Copy to Clipboard
Manage Setting
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£ Trans Date PONt Date Employee Code Description Work Unit As Time Work Unit Rate
15/06/2015 |20/06/ 001 HW15 Working Day 02:00 2.00 1.50
15/06/2015 zomsfzo1\ 002 HW20 Rest Day 05:00 5.00 2.00
15/06/2015 |20/06/2015 \ 003 HW30 Public Holiday 04:00 4,00 3.00
P:15/06/2015 : 20/06/2015 \ 004 HW15 Working Day 02:30 2.50 1.50
3
Click Save
Count = 4 13:30

Working Day Rest Day Public Holiday

Payroll Payslip

Zayroll Ssummary

MALAYSIA

EPF

50050

PCE
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SQL View

SQL View Module is to lock certain users from viewing all employees, in other words only allows to
view a certain group of employees.
E.g. if we allow KL User to view/ edit only the employees in KL branch.

1. Tools|DIY | Maintain DIY

BT Maintain DIV 1.1 = ECh ="
| Field and Cuick Farm I Scripk | Calculation I Yiew Template IRepDrt Data|
Description
I=zer
Emnployes . .
e New View Template | 1.2 ng-ht Click | Select
New View Template

Pending Allowance
Pending Creertime

Pending Claim
Pending Bonus
Pending Advanced
Pending Loan

Pending Deduction
Pending CP38

Pending Commission

Pending Paid Leave

Pending Direckor Fees

Paid

Pending Unpaid Leave

m

-

Turn On DIY Modules

Show DIY Templates

1.3: Press New
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1.4:

ﬁ Wiew Ternplate - Branch - KL

Hl@ |

143

[ (]

Descripkion I iranch - KL

1.4.1

Table Mame |HF_EMF

Filker | Calumns

AMND <roots

“o [ |ERANCH equals KL

1.4.2 Enter your condition

[press the butkon to add a new condition ]

Show Text

SELECT *
FRoM HR._EMP
“WHERE (BRAMCH="KL")

15
Bl Maintain DIY

| Field and Cuuick Formm I Scripk | Caloulation | View Template | Report Data

(=] & |weS)

- Pending Director Fees
~Pending Advanced Paid
~ Pending Loan
~Pending Deduction

- Pending CP38

Descripkion -
o User
I?J'Emplu:u';.fee
E‘"‘;Eiranuzh - KL
~Pending Wages Oz
~ Pending Allowance |] User View 1.5.1: Right Click | Select
~Pending Cwertine . i =
~ Pending Commission Bl ey User View [
~Pending Claim Rermove
- Pending Paid Leave
~Pending Bonus Refresh

Turn On DIY Modules

Show DIY Templates

111




1.6.2

|t.-""=“\ |- AT r "
ol U
Code ser View

1.6.1 : Assign user to view this
group of employee.

1.7 Logon as KL User.

Result:
Before
= Code Mame |Branch = Active
b:001 LEE CHOMG WAT KL
ooz KOO KIAN KEAT
o3 MICOLE KL
004 WONG CHUN HAMN
005 AP KIM HOCE,
15
After:

@1

]

=
E
KB

Edit

Delete

More

Preview

Refresh

Detail
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3 Code Mame Branch Ackive
»inni |LEE CHOME wal kL |

Tew
|an3 In1coLe ke | [ Edr [

Mare

Prewview

Refresh

Detail

2

Note: If you haven’t register, you may try by turn on SQL View module under File | Customize
SQL Payroll Module. Thanks.
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SQL Bonus in SQL Payroll
a) Select Payroll | Open Pending

Payroll

man Resource JEWEIR Leave Inquiry Tools Window Help

1. New Payroll...
R .. Open Payroll...

, + Open Pending Payroll...

Maintenance

[ Print Pay Slip..

j_: Print Payroll Summary...

J_ Print Payroll Summary (Work Unit)...
j_ Print Coinage Report...

_i_ Print Cheque Listing Report...

j— Print Credit Bank Report...

j_ Print Contribution Info...

Government Reports

j; Print Yearly Payroll Report...
ﬁ Print Yearly Individual Report...

Print OQutstanding Pending Payroll Listing...

b) Click Bonus

New Payroll

Past Payroll

Payroll Payslip EPF

Payr;ll Summary

MALAYSIA

Pending Payroll - Jun 2015

Pending 2015

Pending Navigator

Without Transactions

i
C&Wm
/
i
Advance Paid
4
0
Bonus
y/
i
Commission
y/

i
/
i
Claims
/
i
Paid Leave
/

/

Tax Deduction

Loan

Director Fees

Overtime

CP33

Unpaid Leave

Deduction
/

Advance Deduct
J

Tax Benefit

c¢) L. Click “Add”
2. Select your employee
3. Key in amount
4. Save

Show All Pending Payroll
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sleeooe™
|
# TransDate PostDate PayYear Employee Description Tax Category EPFRate Wages Amount EPF PCB PCB (A)
»| 15/06/2015 [15/06/2015 | 2015 | o | (<1 |[t% | 3530.00 ls,ooono' | O |
7 3

d) Select Payroll | New Payroll | Click on Ad Hoc

'\/) - To process the MID month Adhoc payroll -
P Transaction Posting
e_@? Vear ame
- LEE CHONG WAL
Payrall Transaction KOO KIAN KEAT
NICOLE
> Process Date: | 15/06/2015 v
y WONG CHUN HAN
Iy Process From: |01/06/2015 w | To e VAP KIM HOCK
Frequency [/] 00001 |asda

Contribution: [ "] epF

$ b § [Jsocso
ad Hoc [Ipce

Process: (

rus  Alowance (To input your amount)

) Monthly Fixed Allowance / Pending Payroll

Description
Desaription 1: | Ad Hoc (06.2015)

Desaription 2:

Ref 1

[

Process
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e) Tick EPF if you want to deduct EPF
Tick PCB if you want to deduct PCB

&=

Frequency

" J

f) Tick Bonus/ Allowance (To input your amount)

Frequency

W

- To process the MID month Adhoc payroll -
Transaction Posting

Year: 2015 5 Month: |6

Payral Transaction
Process Date: | 15/06/2015 v

Process From: |01/06/2015 w | To |30/06/2015 v | ..

Contribution: [ EPF
[ ]socso
[VEcs
Process: () Bonus / Allowance (To input your amount)

() Monthly Fixed Allowance { Pending Payroll
Desaription
Description 1: | Ad Hoc (06.2015)
Description 2:
Ref 1:

Ref2:

- To process the MID month Adhoc payroll -
Transaction Posting

Year: 2015 = Month: |6 z
Payrol Transaction

Process Date: | 15/06/2015 w

Process From: |01/06/2015 w | To |30/06/2015 v ...

Contribution: [V EPF
[socso
[wIpcE

s / Alowance (Ta input your amount) | [...]
) Monthly Fixed Allowance / Pending Payrol

rrocass: [

Desaription
Desaription 1: | Ad Hoc (06.2015)
Desription 2:
Ref 1:
Ref2:

Employee:
H Code Name
> 001 LEE CHONG WAL
002 KOO KIAN KEAT
003 NICOLE
004 WONG CHUN HAN
005 YAP KIM HOCK
00001  |asda
6
Process

00001

Name
LEE CHONG WAL
KOO KIAN KEAT
NICOLE
WONG CHUN HAN
YAP KIM HOCK
asda

g) 1. Change the Description *Optional

2. Tick the Employee that the bonus was given

Process

Bonus / Allowance (To input your amount)

UTD Contrib % = 0 (for Fixed Transaction)

Allowances O ¥ [

Deduction: O ¥ [

[[wages [J overtime ["] commission [ claims
[]Paid Leave : [irector Fees

[ioan [JTaxcr3s [[Junpaid Leave
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- To process the MID month Adhoc payroll -

Transaction Posting Employee:
Year: 2015 % Month: |6 = £ Code Name
001 LEE CHONG WAL
Payrol Transaction 2 ’ L] |oo2 KOO KIAN KEAT
[ Process Date: | 15/06/2015 w L joo3 RGO
1 o [| [o04 WONG CHUN HAN
$ q Process From: [01/06/2015 w| To [30/08/2015 v [] |oos YAP KIM HOCK
Frequency I|[] |ooo01  |asda
\) Contribution: [V EPF
[Jsocso
[w]pce
Process: nus | Allowance (To input your amount)
1 ~)Monthly Fixed Allowance / Pending Payral
Description
Description 1: | Bonus (06.2015)
Desaription 2:
Ref 1:
Ref2:
5
Process
Welcome | 001
LEE CHONG WAIL @
Click to edit. & sl ‘ L=4
Wages: -| Lean: -/ LEE CHONG WAI
Allowance: -| Deduction: -| Bonus (06.2015)
Overtime: -| epr: 1,650.00 Employer EPF: 1,950.00
Commission: -| socso: - Employer s0CS0: -
Double click “Bonus” to ~ ams: -
call out detail at bottom. Pidteave: -
Director Fees: - cp38: -| Computerized Calculation
Bonus: 15,000.00 Unpaid Leave: - PCB: Print PCB 66,50 C1
Advance Paid: -| Advance Deduct: - Gross Zakat: -
Gross Pay: 15,000.00 Gross Deduct: 1,716.50 Gross NetPay: 13,263.50 (Adjustment)
Net Pay: 13,283.50
You can edit the detail here
nus
if you are not satisfied. r
TransDate PostDate PayYear Employee Description Amount

»|15/06/2015 | 15/06/2015 2015|001 |

15,000.00|
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Customize EA form
How to print EA Form

1) Preview EA form

-Payroll/Government Reports/Print Income Tax EA Form
Leave Inquiry Tcols Window Help

¢ New Payvoll..
£

Open Payroll...

¢ * Open Pending Payroll...

Maintenance >

i

Print Pay Slip...

Print Payroll Summary...
Print Payroll Summary (Work Unit)...

1
i

Print Coinage Report...

] = Print Cheque Listing Report...
i = Print Credit Bank Report...
|7 Print Contribution Info...
ove ent Repo &= Print EPF Borang A...
E Print Yearly Payroll Report... ?; Print SOCSO Borang 2 (Joined)...
|5, Print Yearly Individual Report... &= Print SOCSO Borang 3 (Resigned)...
o =
Print Outstanding Pending Payroll Listing... &5 Print SOCSO Borang 8A...

'2_,-' Print Income Tax CP 39...
& Print Income Tax CP 39A...
5? Print Income Tax CP 22...
5? Print Income Tax CP 22A...

g? Print Income TaxCP 8/ CP 159...
ot Printlncome TaxCP 8D...
&5 Print Income Tax PCB 2(I)...

Print Zzkat Borang Skim Berkat...

Print HRDF...

2) Key in the details in the red box and apply then preview
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Income Tax Borang EA = | 5|

w|l...| Project: (| v
O vl e ) T
oL v

£ NAME B-1 B-1-2-3 B-1-3-2 D-1 D-2 D-3 E-2 G-1
»|LEE CHONG WAT 5,192.31 2,000.00 530.00 -100.40 = = -858.00

KOO KIAM KEAT 2,000.00 - 120,00 - - - -234.00

NICOLE 2,800.00 - 230,00 - - - -335.00

WONG CHUN HAN 3,200.00 - 730,00 - - - -434.00

YAP KIM HOCK 5,192.31 = 750,00 - - - -660.00

Flease select employee v Customize FA Form

3) If you want to amend the figures in EA form:

-Choose the employee and click on Customise EA form

[ncome Tax Borang EA n

2015 Prevew |v
 NAME B4 B123 B-132 D1 D2 D3 E2 61
M LEE CHONG WAL 5,192.31 2,000.00 530,00 10040 : : 856,00
KOO KIAN KEAT 2,000.00 - 120,00 - - - 23400
NICOLE 28000 : 2000 : : : 33500
WONG CHUNHAN 3,20.00 - 730,00 - - - 43400
YAP KIMHOCK 5,192.31 : 750,00 : ! ! 660,00

“Please select employee 001 v | Customize FA Form |

-Employee after amend will be in yellow colour.
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Income Tax Borang EA n

£ NAME ig! B-1-2-3 B-1-3-2 0-1 D2 03 E-2 Gl
¥ LEE CHONG WAL 519231 2,000.00 530.00 -100.40 s s -358.00

KOO KIAN KEAT 2,000.00 - 120.00 - - - 23400

NICOLE 2,300.00 S 230,00 q 5 S -335.00

VIONG CHUNHAN 3,200.00 - 730.00 - - - 43400

YAP KIMHOCK 519231 3 750,00 g 3 3 -660.00

Please select employes F Customize EA Form

4) Manually key in the figure you want to amend and click save (blue diskette)

O

{CJP. BA - Pin. 2008) MALEYSIA Penyata Gaji Pekerja SWASTA E A

CUKAI PENDAPATAN MNo. Rujukan Cuksi Pekara
Mo. Siri iEEa FEMYATA SARAAN DARIFADA FENGGAJIAN
Mo. Majikan E BAGI TAHUN BERAKHIR 21 DISEMEER 2015 Cawanganl HDMM

BORANG EA INI PERLU DISEDIAKAN UNTUK ISERAHKAN KEPADA PEKERJA
BAGI TUJUAN CUKAI PENDAPATANNYA

n BUTIRAN PEKERJA

1. Nama Pznuh Pekerja/Pesars{En /CikiPusn)

2. Jawstan 3. Mo, Kakitzngan/Mao. Gaji
4. No. K.P. Barn &, Mo, K.P. Lams
G. No. KWSP

T. Jika bekerjs tidsk genap satzhen, nystsksn:

{5} Tarikh muls bekarja

{E} Tarkh berhanti karz

PEMDAFATAN FENGGAJIAN, MANFAAT DAN TEMPAT KEDMAMAM (Tidak Termasuk Elaun/Perkuisit/
Pemberian/Manfaat Yang Dikecualikan Cukai) RM

1. Gaji kasar, upsh atau gaji cuti {termasuk gaji lebih mass) 200,000.00)

Fi(termasuk fi pengarah), komisen atsu bonus {Bonus bagi tempoh dar OVOH2018 »  hinpos 300402015 » )

Tip kaszar, parkuisit, penarimaan sage hati stsu 2lsun-slzun lzin {Perihai pembayaran 3

Cuksi Pendapstan yang dibsyar olzh Majikan bagi pihak Pekera
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Tax Benefit Info
1) Process Month End

~ - To process the month FINAL payroll -
Transaction Posting

£ = vear: [1015 [ ont: [ 3]

Final

Payroll Transaction

{\f:) Process Date:  [30/06/2015 w

D
L};ﬁ Process From: [01/06/2015 v| To [30/06/2015 v| ..
Frequency
‘C;D Description
t@}ﬁ Desciption 1: |Monﬁ'| End {06.2015) |
AdHoc Descaiption 2: | |
Ref 1: | |
Ref 2: | |

[Oindude Default Wages/Allowance/Deduction in addition to Pending Transactions

2) Select the employee
(e.g. Lee Chong Wai)

] Code Mame Welc
asda )
LEE CHOMG WAL

KOO KIAM KEAT
MNICOLE

WONG CHUM HAM
YAP KIM HOCK Print Pay Slip Print EPF Borang A

Print Payrall Summary Print SOCSO Borang SA

Print Payment Summary Print Income Tax CP39
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3) Right click on an empty space and click on “Show Tax Benefit”

4)

E Code Mame | Welcome | o001 |
o001 asda ;

»[o01 LEE CHONG WAL E = @ | -
002 KOO KIAN KEAT o — -

wn [ LeecHoNG war
004 WONG CHUN HAN h ) P T E (TS
005 YAP KIM HOCK (T TN l:l onthiEnd (06 )

Overtime: |:| EPF: 396.00 Employer EPF: 458,00
Commission: [ -] socsos Employer Sacs: s1.65
Director Fees: l:l CP33: l:l Computerized Show Allowance
Bonus: l:l Unpaid Leave: l:l PCE: PrintPCE Show Overtime
Show Commission
Advance Paid: l:l Advance Deduct: - Gross Zakat:
Show Claims
Gross Pay: 3,530.00 Gross Deduct: 410,45 Gross Met Pay: Show Paid Leave
Show Director Fees
Met Pay:
Show Bonus
Tax Benefit Show Advance Paid
S 5 !r = Show Loan
Show Deduction
& PostDate Employee Code Show CP38

Show Unpaid Leave
Show Advance Deduct

Show Tax Benefit

Show Tax Deduction

Show Payroll Info
Show All Details

Reset
<Ma data to display>
I Code Name Welcome | 001
00001 asda g v
[ LEE CHONG WA ey H @ = ‘ =
[H KOO KIAN KEAT : —
003 MICOLE Wiages: 3,000.00] Loan: [ | LEECHONG WAI
ot IONS CHUN FAN Al 530.00| Deducti Month End (06.2015]
005 YAP KIM HOCK L 2Tl [ monthend (v6.2015)
Owvertime: l:l EPF: 396.00 Employer EPF: 468.00
Commission: l:l S0Cs0: Employer S0CS0: 5165
Paid Leave: l:l
Director Fees: l:l CP38: l:l Computerized Calculation
Bonus: l:l Unpaid Leave: l:l PCB: Print PCB .30 C1
Advance Paid: l:l Advance Deduct: - Gross Zakat: -
Gross Pay: 3,530.00 Gross Deduct: 410,45 Gross Net Pay: 3,119.55 {Adjustment) -
et Pay: 3,119.55
—
Tax Benefit ‘
Trans... & PostDate  Employee Code Description Refl Ref2 Amount
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Click code to select the tax benefit.

i SQL Payroll Enterprise Edition - saddsa [2015] - [Month End (0
ﬁ File Edit View Human Resource Payroll Leave [nquiry Tools Window Help

| | | | T

= Code Mame Welcome | 001 |
00001 asda :
&|001 LEE CHOMNG WAL H @ ‘ "
o0z KOO KIAM KEAT £
003 NICOLE Wages: 3,000.00| Loan: [ -] LEE CHONG WAI
2 T e ML All 530.00| Deducti Month End (06.2015
005 YAP KIM HOCK Bate e [ | MonthEnd (0s. )
Overtime: |:| EPF: 396.00 Employer EPF: 468.00
Commission: I:l SOC50: 14.75| Employer SOCS0: 51.65
Claims: l:l Tax Benefit: 100.00
Director Fees: I:l CP33: l:l Computerized Calculation
Borus: l:l Unpaid Leave: l:l PCB: Print PCE 3470 C1
Advance Paid: l:l Advance Deduct: - Gross Zakat: o
Gross Pay: 3,530.00 Gross Deduct: 445,45 Gross Met Pay: 3,084.55 {Adjustment) -
Met Pay: 3,084.55
Tax Benefit
£ Trans... & PostDate Employee Code Description Refl Ref2 Amount
i 16/06/2015 |30/06/2015 |00 1 TE. 1000 | & |[EE=1 | | | 100.00
Alias Description
Motorcar Motaorcar
Driver Driver provided
Furnishing Househaold furnishings, apparatus and appliances
Entertainment Entertainment and recreation
Gardener Gardener
Servant Household servant
Vacation Vacation Benefit
Membership Recreational dub membership
Miscellaneous Miscellaneous
YOLA Yalue of Living Accommeodation
10
Fetchall A-- A=a New
T

Code EA Form (Section B)

Motorcar 2(a.i)

Driver 2(a.ii)

Furnishing 2(c.iii — Perabot dan Kelengkapan)

Entertainment 2(c.iii — Hiburan dan Rekreasi)

Gardener 2(d)

Servant 2(d)

Vacation 2(e)

Membership 2(c.iii — Hiburan dan Rekreasi)

Miscellaneous 2(f)

VOLA 3

123



6) E.g. if I key in RM100 for “Motorcar”:
- Select the tax benefit/ key in amount/ Click Save

asda
(001 LEE CHONG WAI
002 KOO KIAN KEAT
oo HIcoLE [ LeecronG war
004 WONG CHUN HAM
005 VAP KIM HOCK beductor: [ | Month End (06.2015)
Overtime: |:| EPF: 396,00 Employer EPF: 468,00
Commission: |:| 50050 Employer SOCS0: 5165
Claims: l:l Tax Benefit: 100.00
Paid Leave: l:l
Director Fees: l:l cp3a: l:l Computerized Calculation
Bonus: l:l Unpaid Leave: l:l PCB: Print PCB 3470 C1
Advance Paid: l:l Advance Deduct: - Gross Zakat: -
Gross Pay: 3,530,00 Gross Deduct: 445,45  Gross Net Pay: 3,084,55 {Adjustment) -3
Net Pay: 3,084.55
Tax Benefit
el
ET . & PostDate  Employes Cada Description Refl Ref2
»16/06/2015 §30/06/2015 [001 !umrar I/Ictormr | 100

7) Next go to preview EA Form to check the tax benefit amount:
- Payroll/ Government Reports/ Print Income Tax EA Form

SQL Payroll Enterprise Edition - saddsa [2015]

(I Leave Inquiry Tools Window Help

ﬁ File Edit View Human Resourc

|@ Q@ Q (Newrorol-

{4 OpenPayroll..

J%‘ Open Pending Payroll...

Maintenance

Print Pay Slip...
Print Payroll Summary...
Print Payroll Summary (Work Unit)...
Print Coinage Report...
j— Print Cheque Listing Report...
Print Credit Bank Report...
Print Contribution Info...

5, Print Vearly Payroll Report.
5 Print Vearly Individual Report...

fg Print EPF Borang

&5 Print SOCSO Borang 2 Joined)...
5 Print SOCSO Borang 3 (Resigned)...

Print Outstanding Pending Payroll Listing...

&5 Print SOCSO Borang 8A...

&5 Print Income Tax CP 39...

&7 Print Income Tax CP 39A...

?f Print Income Tax CP 22...

?f Print Income Tax CP 22A...

?f Print Income Tax EC Form...

&5 Print Income Tax CP 8/ CP 159...
T{ Print Income Tax CP 8D...

& Print Income Tax PCB 2(1)...

Past Payroll
Print Zakat Borang Skim Berkat...

Print HRDF...

Payroll Payslip

Payroll Summary

A

MALAYSIA
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8) Select the employee and apply:

Year: 2015

Branch: O w|...| Project: O ..
Department: O v Iob O v
Group: Il [¥] Task: Il Y]
Envloyee: S

9) Click preview and select any format :

Year: (2015 |5

Branch: 1 v ... Project: [l w
Department: O ¥ ||aes | Job: | Wl
Group: O ¥ || Task: | ]
Employee: 001 w |l
e )
Apply

Income Tax Borang EA | Income Tax Borang EA | Income Tax Borang EA n
£ NAME B-1 B-1-2-3 B-1-3-2 D-1 D-2 D-3 E-2 G-1
»|LEE cHONG WAL | 3,000.00/ 15.000.00 530.00/ -101.20/ - 4 -2,046.00

Select Report

PR.Tax.BorangEA-2014-BM.Report
PR.Tax.BorangEA-2014-English.Repart

PR.. Tax.BorangEA-2013-BM.Report

PR Tax.BorangEA-2012-EM(NoDate) . Report
PR.Tax.BorangEA-2012-BM.Report

PR.. Tax.BorangEA-2011-BM.Report
PR.Tax.BorangEA-2010-BM.Report

[m] Select all OK Cancel
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10) Check the EA Form
**Nilai Kereta dan petrol = RM100

Fast Report |

HEEE|A= U& 2|

BORANG EA INI PERLU DISEDIAKAN UNTUK DISERAHKAN KEPADA PEKERJA
BAGI TUJUAN CUKAI PENDAPATANNYA

“ BUTIRAN PEKERJA
1. Nama penuh Pekeria/Pesara(En/ClsPuan) LEE CHONG WAl
2lawdan _3.No. Kakiangan/No. Gaji 00
4 No. KP. Baru k 75 No. Pasport

6. No. KWS.P

7. Jika bekeria tidak genap setahun, nyatakan:
(e}, Tarkn mula bekerl 02012010
(b} Tarikn berhenti keria

n PENDAPATAN PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN Tidak Termasuk Eaun/Pe rkuisit!
Pemberian/Manfaat Yang Dikecualikan Cukai)

1. Gaji Kasar, upah atau gaji cutittermasuk gaji lebih masa)
Fi ftermasuk fi pengarah), komisen atau bonus
Tip kasar, perkuist penerima an sagu hati atau elsun-elaun lain (Perinal pembayaran

Cukai Pendapatan yan g dibayar oleh M ajkan bagi phak Pekeria
2 iai Manfaat atau kemudahan berupa barangan:
(a) Kereta (Tarikh sebenar diperuntukan ]
(Jenis Tahun ) Model
(b} Elekirik, ar, telefon dan kemudahan lain
(c) Nilei manfaat rumahtangga : ( *Petong yeng tidak berkenaan )
(b Separuh lengkap dengan perabott/penyaman udara*/langstt/permaidanit, atau

(i) Lengkap kakas. dapur, pinggan mangkuk, latan atau perkakas, atau
(i) Butiran berasigan:  Perabot dan kelengkapan
Perkakas Dapur

Hiuran dan Rekreasi
(d) Pembanty rumsh dan tukang kebun
(e) Manfaat Tambang Percutian
(f) Lain-lain (misanya makanan dan pakaian)
3. Niai tempat kediaman (Alamat )
4. Bayaran balk daripada Kumpuian Wang SimpananiPencen yang tidak diuliskan
5. Pampasan kerana kehiangan pekerjzan
PENCEN DAN LAIN-LAIN
1. Pencen
2. Anutiatau Bayaran berkala yang lein
JUMLAR
JUMLAH POTONGAN
1. Patongan Cukai Beriadual (PCB) Tahun Semasa yang dbayar kepada LHDHI
2. Arahan Potongan CP 35
3. Potongan Zakat yang dibayar kepada pihak berkuasa pemungut zakat .
I CARUMAN YANG WAJIB DIBAYAR OLEH PEKERJA KEPADA KUMPULAN WANG PENCEN ATAU SIMPANAN YAHG DILULU SKAH
Nama Kumpulan Wang KWSP

Amaun caruman yang wajib dbayar (nyatakan bahagian pekerja sahaja) RM 2,046.00

n BUTIRAN PEMBAYARAN TUNGGAKAN DAN LAIN-LAIN BAGI TAHUN-TAHUN TERDAHULU (SEBELUM TAHUN SEMASA)

Ravaran Rami Tahun lanio Dandanatan  lnmiah hawaran ML Naniman KAED (OUL  Dainnnan Puksi Rariadual (DAY DU

126



